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iffSTRACT 

\ ^ \ . " : -Intended for instructors in occupational education'- 
prograis, this ^cat-alog identifies' instructional aaterials found to be . 
successful -for^ teaching specific occupational competencies identified, 
in the la^tifuctional Support system, for Occupational Education 
(tSSOE)' in the area of business and of/ice education. Contents 
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module . titles'; task title •ahdl number; school jaame address, • 
instructor, and phone numberi^SOE region; VnTBCS number; type of 
instrucjbio:;! materials best .suited for; instructional, .grade, and 
^bili^y' levels; :type of mal^erials^ used'; title of materaai,^,a;uthor, . 
edition, copyright," date, polbl^sher, cost, and pages -uifeed^ comments; > 
and written teacher comment^ ^' /vt.m 
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PRINCIPAL INVESTIGATOR 
James Dunn 



PREFACE 



This catalog of instrucfcional materials, was gathered in a 

cooperative effort by members of the New York State Educa^ipji 

Department, Division of Occupational and Cont inlying Education, 

Cornell Institute' for Occupational Education and ISSOE RegionaT 

Coordinators. Thinks are extended to all individuajls' who^assisted in 

this compilation pf instructional materials found' to ^be^successful' 

/-for teaching specific occupational competencies, Special thaiiks are 

due, to Dr.' Robert Franks Institute Coordinator for ISSOE Projects, 

♦ 

for his work in directing this project and assembling the catalogs. 



■ Instructors in ^occupational educatiqn programs will find the 
catalog useful in identifying .tl\ose ma^terials which support effective 
teaching. Materia-ls i^eporting forms are arranged throughout the 
catalog by program area, followed by ISSOE \task numbers, arranged 
sequentially. It is hoped that these materials will' be valuable to 
occupational teac)iers. 



^-<james A« Dunn. 

Institute Director and 
Professor of Education 



ISSOE MATERIALS REPORTING FORM 



COURS E Business Office^ 
UNIT Communication Skills 
MODULE Oral Communication 



School, Name and Addres s Ashville BOCES 



Instructor 



iiloria Palmer 



TASK Receiver and Accommodate Visitors Phone Numbe r (716)^63-9208 

— ISSOE. Regio n 13 



1979^1980 Task # 02-01-01 
1980-1981 Task # ^ 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
X ' Individual Instruction 
X G roup Instruction . 



Handicapped (Describe)_ 
Other (Describe) 



' INSTRUCTIONAL LEVEL (S) ; 
* I ntroductory 

^Basic 

^Advanced 

MATERIALS USED: 



GRADE : 
10 
> 11 



ABILITY: 



12 



Below Average Performance 
Average Performance' . 
Above Average Performan^ 



^ X T extbook ' x W orkbook _ 
Audio Visual Material (Describe)_ 



_^ther. Printed Material (Describe) 



Simulations /Demonstrations 

Other (Equipment, Supplies, Etc.)_ 



Title; The Receptionist 



Author (s) : Wood and MiflCehna 



' Publisher: ^'McGraw Hill Book Compranv 



Pages used: 



COMMENTS : Content^ 
// ^ Clarifty_ 



Illustrations 



i -Mdfivational Qualities_ 



Edition 



Organ ization^ 



, Readability 



Includes : 



Student Directions 



_Length_ 



Copyright Date 1^66 



Cost ?9,40 



Quizzes 



Teacher Aids 



JTeacher ^ompents; 



COURS E Business Office 
yjIXT • Communication Skills 

MODULE Or^l Communication 

■ ^ : 

TASK Receive and Accommodate Visitors 

1979- 1980''Task / / 02-01-01 

^ * * « 

1980- -1981 Task 9 . . ^ 



ISSOE MATERIALS REPORTING FORM 



Scho61 Name and Address Ashville BOCES 



.Instructor 



Gloria Palmer 



Phone Number (716) 763-9208 



•ISSOE Regio n 3.3 



V-TECS Number 



' MATERIALS BEST SUITED FOR ; , 

■J^ »_Individual In^ ruction • 

^Group Instruction 



INSTRUCTIONAL LEVEL(S) : 

Ini:roductory 

_X ^Bas ic . - 

Advanced ^ 



GRADE: 



Handicapped (Descri6e)_ 
Other (Describe) ^ ^ , 



ABILITY-: 



Below Average Performance, 



X • 11 
12 



X A verage Performance 

A bove Average Performance 



MATERIALS USED : 
Textbook^ 



Workbook 



Other Printed Material (Describe) 



' X A udio Visual' Material (Describe) 2 Training Cassettes 

J, ^Simulations /Demonstrations^ 

Other (Equipment/ Supplies, Etc.) > " 



Title': Th^ Receptionist 



,Author(s) : Buller and .Smith 



Edition 



Publisher: ^Southwestern 



Page^ used:_ 



Copyright Date ^iQ7R 
_Co s t ' ^ $6,69 



COMMENTS: . Content 



Organ ization_ 



1 ^ 



Clarity^ 



Reachability 



illustrations 



_Length_ 



Motivational Qua*lities__ 





( 















Includes: X Student Directions 
Tpacher Comments: Practice Set 



Quizzes 



Teacher Aids 



\ 





* 


<> 








\ 

\ 








































— 






ISSOE-MATERIAL%REPSRTItlG' . FORM 



|COURSE_ 
UNIT 



Business office 



Communication skills 



MODULE Oral communications 

TASK Receive and accomodate visitors. 



School Name and Address Mt« Vernon H«S^ 



Instructor - Irene Schindler 



Phone Number (914) 668-6580 



1979-1980 Task // _Q2-01-01 
^1980-1981 Task # 



ISSOE Regio n 3S 



V-TECS Number 



MATERIALS B^ST -SUITED FOR ; 
Individual Instruction 



Handicapped <Describe)_ 



X G roup Instruction 

c INSTRUCTIONAL LEVEL (S) : 

J Intro3uctrbry ^ 

X Basic ' 



Other (Describe) 



GRADE : 

~_ 10- 
X 11 



Advanced 



12 



ABIUTY : ^ - 

y. B elow Average Performance 
X "A verage Performance 

Above Average Performance 



:MATERMLS USED : 
X Textl^ook^ 



Workbook ' 



Other Printed Material (Describe) 



^Audio Vj,sual Materi^il (Describe )^ 
SimHlaaions /Demons trationsj 



^Ot;her (Equipment, Supplies, Etc*)_ 



Title: 



Clerical Office Procedures 



Author (s) :_ 
Publisher: 



Pasewark, OliveriOit; 



Southwestern 



Pages used: 180-190 
COMMENTS : C^oti.tent^ 

.Clarit y Good 



Goo4 



Edition 



_6 ^Copyright Date 1978 

Cost* $9.42 



Organizatio n Good 



> 



Readabilit y Appropriate for 10-11 



Illust^rations nraph-ir /appropr-fatP L ength <;a^^^Qfao1^nry 



Motivational Qualitie s Attractively presented; interesting 



Includes: 



Student Directions 



Quizzes _x Teacher Aids 



/ * 



ISSOE MATERIALS REPORTING FORM 



COURS E Business yOff ice 
UNI T Communication- skills 
MODULE ^ Oral communications 



Schqol Name anc^ Address Mt.- Vernon H-.S, 



Instructor Irene Schindler 

\ ^ — ] 



TASK Receive, record, & route phone calls Phone Number (914) 668-6580 



1979-1980 Task // 02-01-02 ; 
19io"-i981 task # , - 



ISSOE Region 3S_ 



V-TECS Number^ 



MATERIALS BEST SUITED P'OR ; 

i Itvdividual Instruction 

X G roup Instruction 

INSTRUCTIONAL LEVEL(S) : 

^Introductory * 

X B asic 
^Advanc^d^ 



• Handi-capped CDescribe)_ 



GRAIffi: 



Other (Describe) 



ABILITY! 



10 



Below Average Perf onnance 



X 11 
12 



X A verage Performance 

A bove Average Perf onnance 



MATERIALS USED : 
X Textbook * 

V 



Workbook 



Other Printecf Material (Describe) 



Audio Visual Material (Describe) ^. 
Js imula t i onp/D^mon s t y a t i on s^ 



_Other (Equipment, Supplies, Etc.). 



titll: 



Clerical Office Pifocedifres 



Author (s) 
Publisher: 



Pas ewark, Oliver io 



Edition' 



Copyright Date 1978 



Southwestern { 



Cost $9,42 



Pages used: 204-217 



COMMENTS : Content r^ood 



Organization ' r^^o^ 



Clariti y ^QQ^ 



_Readab il i t y" Appropriate for ^rade levfel 



Illustrations Numerous/appropriate L engt h AH^gnafi^ 
'Motivational Qualities|_ ^_ . 



Includes: x Student Directions 



Quizzes 



"Teacher ^ids 



Teacher Comments: 



ERLC 











< 


m-^- — - - - - 


















— — '- — ^ < 








' It 




♦ 
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ISS0E MATERIALS REPORTING FORM 



COURSE Business Office 
UNIT 



•School l^ame and Address Ashvillfe'BOCES 



Communication Skills 



MODULE Oral Communication 

tASK Receive, record, route phone calls 



Instructor 



Gloria Palmer 



- Phone ^Numbe r (716) J63-9208 



1979- 1980 Task 0 02-01-02 

1980- 1981 Task # 



ISSOE Region__13_ 



•V-TECS Number 



MATERIALS BEST SUITED FOR ; 
X Individual Instruction 



^Group Instruction 



Handicappe'd (Describe)^ 
Otjier (Describe) 




INSTRUCTIONAL LEVEL ( S) f - 
_j Introductory 

rBagic 

'•' "0 - " 

^Adv^nced , 



GRADE ; 
. 10 

11 

12 



ABILITY : 



Beloy Average Performance 
^Average Performance 
Above Average Performance 



MATERIALS USEJ) ; 
X T extbooK . , 



Workbook 



Other Printed Material (Describe) 



Audio Visual Material '(Describe) 
— ' • A ^ - 

S imul a t ion s /Demon s t r a t i on s 



Other (Equipment^ Supplies^ EtcO 



i Title : General Office Procedures % 



Author (s) : Arche, Br acker, Stewart 
Publ isher : McGraw .Hill 



Edition UtU Copyright Date ^ 1975 
• / ' Cosr$y.i8 



'\ Pages used: 



COMMENTS ; Content_ 
Clarity_ 



_0rgani2ation_ 



ReadabiXity_ 



Illustrations 



Length_ 



ftotivational^ualities_ 



Includes : 



Teacher Comments: 



Student Directions 



Quizzes 

* « ✓ 

0 



Teaicher Aids 



ISSOE MATERIALS REPORTING FORk ^ ^i-^ f 



^. COURSE Business Office 



UNIT^ . 



Comrauriication Skills 



MODULE 



Oral Communications 



'School Name and Address AshviJ-le-BOeES _ 



instructor. > ^ Gloria^ Palifler' 



^p^2^ deceive J record, & royite -phone calls p^one Numbe r' (716) 763-9208 \ 
1^9-1980 task // 02-01-02 



\ 



1980-1981 Task # . . 
MATERIALS BEST- SUITED FOR: 



TED FOI 
struct] 



_Individuar' Iivs^t r uc t ion 
Group Instruction 



ISSOE Region_ 
^ V-TECS Number; 

Handicapped CDescribe)_ 
Otheit (Describe) 



13 



INSTRUCTIONAL LEVEL(S) : 

^Introductory 

^ Basic 

Advanced 



GRADE ; 
. 10 

ll 11 
12 



ABILITY ; ^ . • 

\ ~' 

B elow Average Performance' 



yATEl^IALS .USED ; 



_Average- Performance' • 
J^Abpve Average Performance 



Textbook, 



7 



Workbook 



X /Other, Printed Mateid.aL (Describe) pW t-pprhpr 



X A udio Vis.ual Material (Describe) 90 minutre cassette ^ ^ 
^ Simula t ions /Demons t r a t ions > . 



material 



-X O ther (Equipment', Supplies, Etc.) 12 -taksters ' \ 

^1 y * , ft • * ^ 

■ \ ■ - ■ .-.v. 

Ly^Pack 



Titlp j^Telephone ^Use^^Act ivity ' 



Author (s): ^^."^"Weston jalsh. Pub. 



7- 



Editioo 



PublisheVf ^ Portland, ME 04104 

» 

Pages U8ej^; * ? ^ ; 

COMMENTS ; Content ' ^ 
\ Clarit y ^ ^ 



_Copy r igh t <Da t e_^ 
Cost 



_0*ganisation_ 
Readability_ 



I^ustxations_^ £ ' 

Mptivatibnal Qualities ^- 
Includes: ' Sfu^ent Direct ipn§ 



_Length_ 



^Quizzes ;X T eacher Aids 



ISSOE MATERIALS REPORTING FORM 



:OURSE 



Business Office 



^IT ' Communications skills 

4 

MODULE Oi^^l communications 
TASK * Obtain telephone numbei*s 

1979- 1980 Task i? 02-01-03 

1980- 1981 Task»# 



School Name and Address Mt* Vernon H>S* 



Instructor Irene Schincj^ler 



Phone Number . (914) 668-658Q 



ISSOE Regio n 3S 



V-TECS Number 



MATERIALS BEST SUITED FOR: 



Individual Instruction. , Hattdicapped (Describe) 



tttdic. 



X G roup frlnstruct/ion 

INSTRUCTIONAL LEVEL QS ) i 
^ Introductory 
X Basic 



Other (Describe) 



GRADE ; 

10 

X 11 



ABILITY: 



Beld^ Average Performatice 



Advanced 



X 



12 



X A verage Performance 
^Above Average Performance 



MATERIALS USED : 
X Textbook 



_^udio);?^ (Describe)_ 
Siuiulations/Demonstrations 




Workbook 



Other'-'Printed Material (Describe)_ 



her (Equipment, Supplies, Etc.), 



Clerical Office Procedures 



1^ 



Pasewark , Oliverio 



Author (s) :_ 
Publisher: ' Southwestern 



Edition 



_6_Copyrlght Date • 1978 

Cost ^Qi.LO 



Pafees used: > 217-238 



COMMENTS: Content 



Good 



Organizatio n nood 



Clarity^ 



Good 



Illustrations 



Readability A ppropriate for grade lev^l 
Lejigt h ' * ' - i ' 



Motivational Qu^lit^ie a . ^ . 
Includes:' x Student Directions 



Quizzes 



X Teacher Aids 



Teacher Comments: 



.er|c 
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ISSOE MATERIALS REPORTING FORM .. 



COURSE Busineiss Office^! 


' School Name and Address* Mt^ 


Vernon K.S. ^ 


UNIT Conanunications skills 






MODULE ' Oral communication^ 


Instructor Irene Schlndler 


« 


TASK Obtain telephone numbers 


Phone Number (914) 668-6580 , 




J.7 / y xy\J\J xcoi)k fi yj^ VJJi KJ^ 






1980-1981 Task if ^ ^ 


' V-TECS Number 




MATERIALS BEST SUITED FOR: 






X Individual 'Instruction 


Handicapped (Describe) 




x^^Groiip Insjtruction^ 


Other (Describe) 





INSTRUCTIONAL LEVEL (S ) : 

^introductory' 

X B asic ^' 
Advanced 



GRADE: 



ABILITY: 



10 



B^low Average Perfo^ance 



X 11 



X T2' 



jc A verage Performance 
^Above Average Performance 



MATERIALS USED : 
Textbook 



Workbook-* 



Other Printed Material (Describe) -Materials 



. Audio Visual Material (Describe) " 



Simulations/Demonstrations SimtilaM'nn^ 



-t 



^Othe^ (Equipment, S,upplies, Etc.) THANK YOU/PT.KASK CATJ. AHATN SPTRTT MASTER ROOK 

and mddel *phone directory 



Title: Telephone Training for Business Students 



Author (s) : > ^NY Telephone Company 



Edition 



Publisher: 



N,Y. Telephone Co. 



^Copyright Date_ 
Cost Frie' 



Pages used: pp. 28-'36 "in Using t he Directory 
, COMMENTS : Content Excellent 



_Organization_ 



/ Excellent 



Clarit y ' Excellent 



Readability_ 



Excellent 



Illustrations Excellent 



Lengt h Appropriate 



Motiyational Qualitie s Is vety relevant and well^ presented 

Includes: x ^ Student Directions, x ^Quizzes ^Teacher Aids 



ERLC 



Teacher Comments: Contact local Telephone Business Office to reserve telep hnnp p^iiipm^^nt: ^ 

a free. su pply of handouts, modified directories; and a spirit master book 

— ^ — : ^ \ ^7^ 

^* of telephone and directory information and teaching assistance available t.^ 

groups /teachers upon request. 



8 



isSOE MATERIALS REPORTING FORM 



COURS E. Business Office . 
UljXT' Communication Ski lls 

' Tv 

MODUL E .^^^^ Handling 

TASK ' Process incoming mail 



School Name ^nd Address Ashville BOCES 



Ins'tiructor 



Gloria Palmer 



Phone Number (716) 763-9208.- 



_Group Instructioti 



Other (Describe)_ 



INSTRUCTIONAL L£VEL(S) ; 

^Introductory 

B asic 
Advanced " 

MATERIALS USED : ' 
* Textbook 



dRADE: 
_ 10 ' 

11 

12 



ABILITY^ 



__Below Average Perforrgance 
^Average Performance 
_Above Average Performance 



Workbook 



Other Printed .Material (Describe) 



Audiot. Visual Material *(Describe)_ 



je Simulations/Demonstrations . On the Job Train-ing 



^Other (Eq^uipment, SujJplies/, Etc.). 



' • 1979-1980 Task * 02-02-01 


— ^ 

ISSOE .Region 1'3 


^ ft,. 


1980-^1981 Task # . ' ' 


V-TECS Number 




MATERIALS BEST SUITED^FOR: 
Individual Instruction 


* Handicapped (Describe) 


.Jfi ^ 

J ^ ' . % 



Title: 



Mail Clerk 



Author (s) : French 
Publisher^> 



Pages used: 



COMMENTS:' Content 



Clarity_ 



Illustrations 



Motivational Qaalities__ 



^Edition ^Copyright Dat e ^^.j-^ 

Cost ♦ $2.67 



_Organization_ 



Readability^ 



__^ength^ 



Includes : 



Student Directions^ 



Quizzes ' 



Teacher Aids 



Teacher Comments: 



COURSE Business Office 



ISSpE l|[AT;gRIALS .REPORTING FORM j * 



# 

ONXT * Communication skills 




* 

* 






MODULE Mail handling " , 


V Instructor 


1 1 

Irene Schindler 






TASK Process incoming mail 


Phone Number 


(914) 668-6580 , 






lQ7Q-1Qftn Taatf & O2~02~01 


TO o/^ w o ^ A J 

iboUL Kegion 


— ■ . ^ ■ 

be ' 

JO 






1980-1981 Task # 


' V-TECS Number 


- ' A V 






MATERIALS .BEST SUITED FOR: 










Individual Instruction 


Handicapped (Describe) 




* 




Gi?oup Instruction 


-Other (Describe) 




0 





INSTRUCTIONAL LEVEL (S) 

^Introductory 

X B asic 
Advanced 



GRADE ; 
10 



11/ 
12 



ABILITY ; • 

V B elow Averagfe Performance 
X A verage Performance 

Above Average Performance 



MATERIAL^ USED ; 
xTextbook 



Workbook 



^Other Printed Material' (Describe) 



_Audlo Visual Material (Describe) 
Simulations /Demonstrations 



jOtlyar (Equipment, Supplies, Etc). 



Title ; Clerical Office Procedures 



Authol:(s) ; Pasewark, Oliverio 



Edition 



Publisher ; Southwestern 



_6^Copyright Dat e 1978 
Cost $9>42 



Pages used: 370-377 



\ 



COMMENTS : Conten t ^ Complete^ 



Organizatio n Good 



Clarit y Good 



Illus t r a t ion s Numerous /In color ftn4 L en gt 
Motivat±q!g]g3rcrualitie s • bl^ck and white ' 



Readabilit y Appropriate for 10-11 



Includes: x ^Student Directions 



Teacher Comments; 



jQtiizzes : ^ Teacher Aids 



ERLC c 
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ISSOE MATERIALS REPORTING FORM 



/COURS E Business Office*.- 



School iTame and Address Ashville BOCES 



» UNI T sCqimnuni cation Skills ■ 

' >10DULE . ^^il handling . ' 

f-^- — \ ' — 

TASK Process incoming mail 



Instructor 



Gloria Palmer 



Phone Number (716) 763-9208 



ll79-i' 



J-1980 Task # 02-02-01 
1480-1981 Task^# 



IS50E Regio n . 13 



V-TECS Number 



MATERIALS. BEST SUITED FOR r * 
Inxiividual Instruction 
^Group Instruction 



' INSTRUCTIONAL LEVEL (S) ; 

% Introductory 

Basic 



GRADE: 



^Handicapped CDescribe)_ 
Other (Describe) 



ABILITY : 



.10 
11 



Advanced 



MATERIALS USED ; 
Textbook * 



j^^ Workbook 



^B§low Average P^rf ormance- 

\Averafe Performance 

> A bove Average Pej::f ormance 

Other Printed Material (D^crib^^ 



Audio Visual Material (Describe)^ 
• Simulations/Demonstrations 



^Other (Equipment, Supplies, Etc.)_« 

Title : Gregg Office Job Training Prngrani 



Author(s) : Andrews 



Edition 



Publisher: Gregg/McGrav Hill 



Copyright Date 1973 
Cdst $2.67 



Pages used: 

COMMENTS Content_ 
- 'Clarity_ 



jOrganization_ 



Readability 



Illustratioris 



_Length_ 



' Motivational Qualities - ^ ^ ' 

Includes: Student Directions Q uizzes ' ^Teacher Aids; 



Tea^her^Comments : 



ERIC 



11 



17 



I ■ 




0- 



COURSE Business Office 
UNIT 



Communication Skills 



ISSOE MATERIALS REPORTING FORM . " . . ^ ■ . , 
School Name and Addr'i^ss Asrhville BOCES 



MODULE W^^l Handling 
TASK 



Instructor 



Gloria Palmer 



Process incoming mail 



Phone Number (716) 763-9208 , ' 



- 1979-1980 Task j 02-02-01 
1980-1981 Task # 



ISSOE Region ^ 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
Individual Instruction 



Gfbup Instruction 



JHandicaipped (Describe )_ 
^Other (Describe) \ 



INSTRUCTIONAL LEVEL (S) ; 

Introductory 

^Basic 

. ^ Advanced 



GRADE: 

LO 

\ 11 
12 



ABILITY: 



^Below Average Performance 



J Average Performance * 



jAbove A'O'erage Performance 



MATERIALS USED l 
♦Textbook 



Workbook 



Other Printed Material , (Describe) 



__AudlD Visual Material (Describe) 
Simulations/Demonstrations 



Other (Equipment, Supplies, Etc.) 



A" 



Title: General Office Procedures 



Author (s) : Archer^ Brecket. Stewart 
Publisher : McGraw Hill . 



^ Pages used: 

COMMENTS : ' Con tent 



EcfeLtio n 4th C opyright Date 1975 

$9.18 




1 Organization 

-4* - 



ations 



Motivational Qualities 
Includes: 



Student Directions 



Jleadability 



_Length_ 



Cost 



Quizzes 



Teacher Aids 



Teacher Comments: 



18- 



COURS E Business pfflce 

UNI T Communication Skills 

MODUL E Mall HandXlng 

TAS K Process outgoing mall 

1979- 1980 T^ f 02-02-02 > 

1980- 1981 Task <f_^ ^ 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Ashvllle BOCES 



Instructor 



Gloria Palmer 



Phone Number (716) 763-9208 



ISSOE Region 13_ 



V-TECS Number 



MATERIALS BE§T SUITED FOR ; 

Individual Instruction 

^Group Instruction 

INSTRUCTIONAL LEVEL (S) ; 

I ntroductory 
Basic 

Advanced 



Handicapped (Describe)_ 

Other (DescrlJbe) 



GRADE: 

10 

11 

'12 



ABILITY: 



JBelow Average Performance 
^Average Performance 
Above Average Performance 



' MATERIALS USED ; 
Textbook 



Workbook 



Aydio Visual Material (Describe)_ 



Other Printed Material *^(Descfibe) 



' ^Jj^s/mnlatioris'/Demonstratlons Job Training Program 



Other (Equipment, Supplies^ Etc>) • 



Title : Mail rlerk 



Author(s) : French 
PubMsher: 



Editio n " C opyright Dat e 1973 
\ ^Cos t ?2>67 



Pages used:_ 



COMMENTS ; gontent_ 
Clarity_ 



Organ ization_ 



Readability - 



Illustrations 



_Lengtb_ 



Motivational Qualities_ 



Includes: 



Student Directions 



Quizzes 



Teacher Aids 



Teacher Comments: 




ISSOE MATERIALS REPORTING FORM 



COUftS E ^Business Office 
UNI T Connnunlcation Skirls 
MODUL E Mall Handling 
TAS K^ ferocess outgoing tnall 
'1979-I9i^0 Ta^k // 02-02-02 



School Name and Address Ashvllle BOCES 



Instructor 



Gloria Palmer 



Phone .Number 763-9208 



ISSOE' Region 13_ 



1980-1981 Task i 



V-TECS^ Numb^ Je/^ 



MATERIALS B^ST SUIT&D FOR ; 

£ Individual Instruction 

Group Insttuction 




Handicapped (Describe) 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) : 

Introductory 

^Bas ic 

Advanced 



GRADE ! 

10 

11 

12 



ABILITY: 



Below Average Performance 



_^verage Performance 



Above Average Performance 



MATERIALS USED ; 
Textbook 



V Workbook 



Other Printed Material (Describe) 



Audla Visual Material (De scribe )_ 
Simulations /Demonstrations 



OtEet (Equipment, Supplies, Etc.)_ 



» Title- P^^SS Office Job Training Program 



Author (a) : Andrews 



Publisher ; Gregg/McOraw Hill 
Pages used: * 



COMMENTS: Content 



^Clarity_ 



Illustrations 



Edition 



OrganizatlOT^ 
Readability^ 
Lengt h 



_Copyright Dat e 1973 
Cost $2.67 



Motivational Qualities ^ 

fLncludes: Student Directions Quizzes ^Teacher Aids 



Teacher Comments t 



— ' 



14 



ISSOE MATERIALS REPORTING *FORM^ 



V 



COURS E Business Office ^ 

Communication Skills 
MODUL E Mall Handling . . ' ' 
TASK Process outgoing mail 

1979- 1980 Task # 02-02-02 

1980- 1981 Task # 1 



School Name and Addres s 'Ashville BOCES 

^ — t — ^ 



^-^^ 

Instructor 



"T^ ^ 

Gloria Palmer 



PhpAe Number (716')_L63-9208 



ISSOE Regio n '^3 



V-TECS Number 



MATERIALS BE^T SUITED FOR ; 

Individual Instruction 

^Group Instruction 



_Han4icapped (Describe)^ 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) ;. 
^Introductory 

B asic 

Advanced 



GRADE: 

10 

11 

12^^ 



ABILITY; 



^B^qw Average Performance 

Average Per^ormanefe 



Above Average Performance, 



MATERIALS. USED ; 
X T extbook 



Workbook 



other Printed Material (^scribe)_ 



_ A udio •Visual Material (Describe)_ 
^S imu la t i on s /Demons t r a tlons ' " 



Other (Equipment, Supplies, Etc»)_ 



Title: -General Office Procedures 



Author (s) : Archer, Breckeiv^ Stegart 
Publisher x McGrav Hill ^^^^ 

Piages use^^? ' 

' COMMENTS : Content 



Editio n 4th C opyright Date_ 



Organ i2ation_ 



Clarlty_ 



Readability^ 



Illustrations 



Length - 



Motivational- Qualities • 

Includes: gtudent Directions 



Quizzes 



jreacher*Aids' 



Teacher Comments: 



1975 













• t 

t 








"' i ~ 

( 










\ 






. — 












* • 




. .jeOURSE' Busirtess Office 



;iSSOE MATERIALS REPORTING* FORM 



-■i ■ UNIT 



Connnuniication skills 



School Name and' Address Mt. Vernon H.S. 



MODUL E Mall Handling 

TAS K t^rocess outgoing mall 

1979- 1980 Task // 02-02-02 

1980- 1981 Task U 

MATERlkrS^EST SUITED FpR ; 

X Individual Instruction 

4 



^ Inst-ructor 



^Jrene Schindlery 



^ fhone Number ^ (9lk) 668-658^) 



'iSSOE^Segion__^ 



*4 I 



V-TECS Number 



or 

X Group Instruction 

RUCTIONAL LEVEL (S) ; 
Introduc'tory , 

^Bas ic 

Advanced 



GRADE 



JIandi*capped (Describe) 
_^Other (Describe)' * ' " 

\ 



ABILifY: 



10 



K Below ^^^ij^gel Performance 



X 11 
X 12 



X Average lance 

' . AB'ove Average Performance 



MATERIALS USED ; 
X Textbook 



Workbook 



^Other , Printed Material'. (Describe) 



Audio Visual Material (Describe) 
S imulat ions /Demon s t r a t ions 



* ^Qther (Equipment, Supplies, Etc.) 

Title : ' Clerical Of f ice "PrQcedures " ^ 



Author ( s ) : PasevarRj Oliver io 
^^^blisher: Southwesteri/^ . 
-Pa^es used: p* 380 



Edition - 6 C opyright^Date 1978 



Cost ^$9.42 



COMMENTS : Content Good ' 



Clarity_ 



Good 



T V Illustrations ApproT3riate 

Motivational Qualitiefii 

Includes: 



0 rgan iza t io n ^Good ^ ' 

Re,adab il^ y-- Appropriate fop grade level' 
**L engt 1 ?^ / 



Student Direction's 



Quizzes 



Teacher Aids 



Teacher Comments : 



ERIC 

















• * 

■ > 



























16 



22 



>y * 




ISSOE MATERIALS REPORTIllG FORM^ 



COURS E Business Off Icq 

UNIT Coimminicat ion , Skills 



School Name and Addres ^ Ashville BOCES 



Dimnunii 



MODUL E ^^ail Handling ' 

TASK Process packa ges to be^ sh ipped 

1979-1980 Task it 02-02-03 ' 

198fO-l98l Task # 



Instructor 



Gloria^ Palmer 



l>hone Numbe r (7i6) 763^9208 

ISSOE Regio n - 13 

V-H|CS "Numbe r 



MATEklALS BEST SUITED FOR ; 

Individual Iivstructipn 

^Grolip Instruction*. 



_Handicapped (Describe)_ 
Other (Describe) 



INSTRUCTIONAL LEVEL ( S) ; 
Introductory 

^Basic 

Advanced 



GRADE ; 

10 

11 ' 

* 12 



ABILITY : 

^ Below Average Performance 

— 



Average^erf ormance 



Above Averse Performance . 



MATERIALS USED: 



Workbook 



JTjBxtbook 

Audio Visual Material (Describe) 



_Other Printed Material (Describe) 



X ^'tmni ^^^r>ng/nemQnstrations On the Job Tra-fn-fng Prngrpm. 
^Other (Equipment, Jpupplies, Etc.) L^:^ 



Title: 'W^i^ ^^"^ 



Author (s) : Ftench 
Publisher: 



^Edition^ 

—f : 



jCopyright Date__£iti23_ 
Cost^ $2.67 



Pages used: 



COMMENTSj^ : Conteot;_ 
^ ' Clarity_ 



Illustrations ^ 

Htftivational Qualitiea__ 



_0 rgan iz a t ion_ 
Readability^. 



_Length_^ 



includes : 



Studejit Directions 



Quizzes 



Teacher Aids 



Teacher Comments; 



COURSE Business Office 



ISSOE MATERIALS .REPORTING FORM 

^ SGhool Name and Address Ashville BOCES 



^UNI T Communication Skills 
MODULE Mail Handling 



Instructor 



'Gloria Palmer 



riASK Process packages to be shipped 



^Phone Number * (716) 763r92Q8 



1^79-198(M:ask. j 02-02-03 
' ^' 

19^0-1981 Task # 



ISSOE Region 13_ 



V-TECS Number ' 



MATERIALS BEST SUITED FOR ; 

J Individual Instruction 

^Group Instruction, 



Handicapped (Describe) 



INSTRUCTIONAL LEVELS) 
Introdudtory 

^Ba^sic ' ^ 

^Advanced 

MATERIALS USED:» ~^ 



O ther (Describe)^ 
GRADE: 



'ABILITY: 



10 
11 
12 



_Below Average Performance 



Average Performance 
Above Average Performance 



Textbook x W orkbook _ 
Audio Visual Material (Describe) 
S xmula t ions /Demons t ra t ions 



Other Printed Mat;j^ial' (Describe)_ 



Other (Equipment, Supplies, Etc.)_ 



Titlq: 



Gregg Office Joh TT;;a-i'ning Prngram 



Author ( s) ; Andrews 



Edition 



Copyright Date ^^^^ 



Publl|her- Gregg/McGraw Hill 
Page? used: ^ ^ 



'Cost 



$2.67 



COMMENTS> Content 



Organi2ation_ 



Clarity 



Readability 



Illustrations 

Motivational Qua>liti'es 
Includes : 



Length 



Teacher Comments: 



Student' Directio»§^_ 

4 



Quizzes 



Teaqher Aids 



. ISSOE MATERIALS REPORTING F06m 



COURSE Business bffice 
UNIT 



School Name and Address Ashville BOCES 



Communication Skills 



MDDUI. E Mail ^Handling 



Instructor 



q^loria Palmef 



TASK Process packages to be shipped 



Phone iJiimber (7a6) 763-9208 



1979- 1980 Task if 02-02^-03 

1980- 1981 Task # ^ 



ISSOE Region 13 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

_Individual Instruction 

^Group Instruction 



Handicapped (Descrl.be)_ 
Other (Describe) . 



. INSTRUCTIONAL LEVEL(S) ; 

Introductory ^ 

J ^Basic • " ... 

^dvanced 

MATERIALS USED ; 

0 Textbook .- Workbook 



GRADE : 
10 

U 

12 



Vudio Visual Material (Describe) 



ABILITY ; 



JBelow Averse Performance 
Average^ Performance 
Above Average Performance 



Other Printed Material (Describe) 



Simulations/Demonstrations 

Other (Equipment, Supplies, Etc.) *_ 



Titl6 ; General Office Procedures 



Auth6r(s) : Archer, Brecker, 'Stewart' 

Publisher ; > Mc(|raw Hill 

Pages used: \ . 



COMIflENTS: Contents-^ 
Clarity 



Illustrations 



Edition Uth C opyright Date_ 



1975 



.Cost 



$9.18 



) 



_Organization_ 



Readabirity 4- 



^Length * 



Motivational Qualities - [ ! [ 

Includes: Student Directions - Q uizzes Teacher Ai<is 



ISSOE' MATERIALS REPORTING' *"fOSM 



'COURSfi^ ' BCisiness Office ' ' School Name andv Address Mt.\. Vernon H>S> 
UNIt 1 Communication skills . l , ' 



MODUL E Mail handling Instructor Irene Sc^hindler 



' TASK Proce ss 'packages to be ship ped ^ PhoneHumbe r (914) '668-6580 

7^ ' <. ^ 

,3.-979-1980 Task i f D2-02--a3 ' • ISSOE Regio n- 3S . 



rl980--l98l Task #j ' . V-TECS Number_ 

MATERIALS BfiST, SUITED FOR :^ 

— ' — I — ' — ; , ^ 

^ Individual Instruction^ ; JIandicapped (Describe)^ 

^ G foiip Instruction ' Other (Describe) 



INSTRUCTIONAL LEVEL(S)^ : GRADE : .ABILITY" . ^ ; ^ 



InCroductory ^ ^ i^' x B e low Average Performance 

^,»Basic . * ■ ^11 ' X A verage Performaiice 

— I' "~ ^ 

Advanced • ^ 12 Above Average. Performance 



MATERIALS USEDr 



X Textbook ' Workbook*" ^Other Printed Mater^ial (Describe) ' 

■ — ' 



^Audio Visual Material <(Describe)_ 
Simulations/t)em(^strations 



•OtK^r (Equipment i Supplies > Etc.) 
Title : Clerical Office Procedures 



t 



. 



^Author(s) : ^I^ksewark> Oliverio . Editio n 6 Copyright Date 1978 

Publisher: ^Southwestern i ^ Cost $9.42 



Pages used; 370"-395 



^COMMENTS : * -Content nnnd I • O r^ganizatlon gnnr^ 



^ Clarit y Good^' ^ R eadabilit y Appr6pr1 a^fi -for.jgradfi Ipvel 

Illustrations ^Numerous/apDroprlat-ft ' L ength ^ ' ^ ^ 



Motivational Qualities ^ J/^'Z^^ ^ ' " 

Includes: ^Student Directions, ^ ^Quizzes* ^Teacher ■ Aids, 



Teacher Conknents : 



ERIC 













' ■ 26 - 








• 


20 • 

* 




^ < 


* 



ISSOE MATERIALS REPORTING 



COURS E Business Office. , 

■^UNI T Filing and Retrieval 

MODUL E Indexing ^ 

' TAS K Index names for alphabetic filing 

1979- 1980 Task # 04-01-01 . 

1980- 1981 Task # 



^ , „ , ' Onondaga-Madison BOCES 

School Name and Address^ ^ 



Instructo r Pavid Stallone 
Phone Numbe r (^fs^ A63->^1SS 



ISSOE Region_ 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
X Individual Instruction x H andicapped (Describe) Emotional & PhvsicaJ 



Qroup Instruction 



Other (pescribe)_ 



INSTRUCTIONAL LEVEL (S) r 
> X Introductory 

Basic 

^Advanced 

MATERIALS USkD: 



GRADE: 

10 

11 

^ 12 



ABILITY: 



jc ^Below Average ^erfo^^nce 

I Average Performance 



X Adult 



jAbove Average Performance 



J Textbook 



Workbook 



Audio Visual Material (Describe) 



jOth^r Printed Material (Descrlbe)_ 



X Simulations/Demonstrations 



.Ot"her (Equipment^ ^Supplies, Etc.). 



I t 



Title: Gregg Quick Filing Kit 



Author (s) ; Jefferv Stewart. Gilbert Kahn 

Publisher ; McGraw Hill 

Images used; . ^ 

COMMENTS ; . Content ' Good 

Clarit y Good ^ 



Editio n 2nd C opyright Date ^ 1979 
. - Cost $3.70 



Organizatio n Good ' 
Readability^ 



Good 



Illustrations r Good 



_L€ingth_ 



Good 



^ Motivational Qualitie s > Fair 



Includes: x S tudent .Directions" ^ x Q uizzes 
' ^ ''It 



Teacher Comments; 



^Teacher Aids 



Student ulll InHev iDp rarHg, jjit^h hncfnpy? anr^ -f nrHrf-fr^nal nqmoc 



for alpha betic filing. 



21 



27. 



COURS E Business Office 

UNIT , Filing and . Retrieval 



ISSOE MATERIALS REPORTING FORM * , * 
School Name and Address Onondaga-Madison BOCES 



K • " 

MODULE^ Indexing Instructor 


David Stallone 




TASK Index names for geographic filing Phone Number 


(315) 463-9155 




1979-1980 Task •# 04-01-02 ' - ISSOE Region 


9 




1980-1981 Task J? V-TECS Number 


MATERIALS BEST SUITED ROR: * - 

Y Individual Instruction x Handicapped (Describe) 


Kmof lonal ' and Phvsi r.al 





Group Instruction 



Oth^r (Describe) 



INSTRUCTIONAL LEVEL (S) 
X Introductory 

Basic 

Advanced 

MATERIALS USED : 
Textbook 



GRADE ; 
1— 10 

11 

12 



ABILITY : 
X B elow Average Performance 

^Average Performance 

^Above Average Performance 



X Adult 
Workbook 



Other ' Printed Materia! (Describe) 



Audio Visual Material (Describe) 



^ S imula t ion s /Demon s t,r a 1 1 on s_ 



Other (Equipment, Supplies, Etc.). 



Title: Gregg Quick Filing Kit 



Author (s)?: Jefferv Stewart, Gilbert- Kahn 
Publisl^ : McGraw Hill " 



Pages used:_ 



***** 



COMMENTS: Content Good 



Clarit y Good 



Illustrations 



Good" 



__Edi^l 



1 111 iJfc'"' 



ifopyrlght Date iq7q 
ost $-^,70 



Organizatio n , Good 



R^adab 1 llt y^i Good 
Len gtb 



Motivational Qualitie s ' Good 



IncludA: x Student Dlrect^s x. Quizzes 



X Teaoher Aids 



ISSOP MATERIAL^ REPORTING FORM / ^ 



COURSE Business Office 



School Name and Address Onondaga-Madison .BOCES 



UNIT 



Filing and Retrieyal^ ' 



MODULE* ' Indexing 



TASK ^^dex addresses and names for* 

/geographic tiling i 
1979^80 Task #Q4r-01--02, X 

1980-1981 Task # • 



Instructor 



^David Stallone 



Phone * NumUer (315) 463-^9155 



ISSOE.'Region 9^ 



V-TEiS .Number ^ 



MATERIALS BEST SUITED FOR; 



X Individual Instruction ' _x Handicapped (Describe) Fmnt-fonal anH Physica l 



Group Instruction 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) : 
x/ Introductory 
Basic 



Advanced 



GRADE : 

10 

11 

12 



MATERIALS USED : 
x Textbook 



X Adult 



X Workbook 



JVudio Visual Material (bescribe)_ 
Simulations/Demons tratiorts 



Other (Equipment, Supplies, Etc*)_ 



ABILITY ^ 

. y B elow Average Performance 

^Average Performance 

Above Average 'Performance 



Other Printed Material (Describe) 



Title : Clerical Recordkeeping I 



Author (s) : Baron/Steinf eld 



Publ 1 sher : Southwes tern , 



Pages used: .Cliapter 1. Jobs 4&5 
<:OMMENTS: Content Good 



Clatlt y dotd 



Illustrat/ions Fair- 



Motivational Qtmllties_ 



Or gan i z a t i o n Fdlr 



\ 



Readabilit y Good 
_Length 



Fair 



\ 



Includes^ x S tudent Direct idns "x Q uizzes ^ x Teacher Aids \ 

_____ I 11-1 ■ 0 ' , * 

' Teacher Comments: To Illustrate varied ways to .index addresses and^names for ♦ 

geographic filing, >- ^ > \ 



Editio n. ^r^ . C opyright Date 1971 



ISSOE MATERIALS REPORTING FORM 



* COURS E Business Office 

Filing and Retrieval 
MODUL E Indexing 

TASK In^®^ addresses and n^mes for 

geograpnic riiing 
1979-1980 Task // 0^-01-02 



-School Ndme and Address Onondag-^-Madison BOCES 



Instructor 



David Stallone 



Jhone Number (315) 463-9155 



•ISSOE Regio n 9 . 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; * ^ 

X Individual Instruction x H andicapped (Describe) Emotional & Physical 

^Other (Describe)^^ ^^^^ 



Group Instruction 



INSTRUCTIONAL LEVEL (S) ; 
X In troductory 

^Basic 

Advanced 



GRADE ; 
10 



MATERIALS-USED : 
X Textbook 



• 11 

k Adult -^1 



ABILITY ; 

X B elow^ Average Performance 
Average Performance 



Above Average Performance 



Workbook 



Other Printed Material (Describe) 



Audio 'visual Material (Describe) 



S imula t ions /Demon s t r a t ions 



Other (Equipment, Supplies, Etrr.)_ 



Title: Clerical Office Procedures 



Author (s) : Pasewark & Oliverio 



Publisher ; Southwestern • 
Pages used: Units: 7 part III,- 8 part 3 
COMMENTS ; Con ten t Good [ ^ 



Clarit y ^Fair 



Illustrations 



Fair 



Editio n 6th- C opyright Dat e 1978 
-* _Co s t $10.00 



Organizatio n Good 



Re a&ab i 1 i t y Good 



'Length 



— Motivational Qualitie s ' Fair - ■ 

^ Includes; x S tudent Directions \ Q uizzes x ^Teacher Aids 



COURS E Business Office 
UNIT Filing & Retrieval 
MODULE Indexing 



issoE "Materials reporting form ^ " , 

* School Naiqe and Addres s Onondaga-Madison BOCES 



Instructor 



ijavid Stallone 



TASK Cross-reference special problem names Phone llumber (315) 463-9155 



1979- 1980 Task # 04-01-03 

1980- 1981 Task # * 



ISSOE Region 9^ 

\ 

V-TEGS' Number 



^ MATERMLS BEST gUITED POR ; . ' f ' ^ 

^ Individual Instruction ^ Handicapped (Describe) Kmni-ional & Phyaical 



Group Instruction 



dt^her (Describe) 



INSTRUCTIONAL LEVEL (S) : 
X In t ro due t o r y 

^Basic 

Advanced 



GRADE ; 

10 

• 11 

12 



^ MATERIALS USED ; 
Textbook 



Adult 
Workbook' 



Audio Visual Material (Describe) 



X S imula t ion s /Demons t ra t i ons 



Other (Equipment, Supplies, Etc-)_ 



ABILITY ; 

X B elow 'Average Performance 
Average Performance 



_Above Average Performance 



Other Printed M^teri 



lteri^^£^ 



escribe) 



Title : Gregg Qui ck Filing Kit 



Author (s) ; Stewart/Kahn 



-Publisher; McGraw Hill 



Pages bsed: 



CCttlMENTS: ' Content Good 



Clarit y Good 



Illustrations 



Good 



Motiva^onal Qualitie s : Good 



Editio n 9nH C opyright Date 1079 
t • C o s t <;-^,7n 



Organ iza t io n Good 



Readability^ 



Good 



Length^ 



Good 



Includes: x Student Directions x ^Quizzes 



Teacher Aids 



Teacher Comments i 



ISSOE MATERIALS JIEPORTIJIG FORM 



COURS E Business- Office 

UNI T ' Filing and Retrieval- ^ 

MODUL E* Alphabetic Filing 

TASK , Retrieve correctly filed I nfo.^ 

1979- 1980 Task » 04^02-01 - 

1980- 1981 Task # 



School Name and - Address &nondaga-Madison BOCES 



Instructor 



David Stallone 



Phone Number (315> 463-9155 



ISSOE Region 9_ 



V-TECS Number 



MATERIALS BEST SUITED FOR ; ^ 
X Individual Instruction x H andicapped (Describe) Emotilfonal & Physical 



Group Instruction 



INSTRUCTIONAL LEVEL (S) ; 
X Introductory 
. B asic . . 
^Advanced 

MATERIALS USED: 



GRADE J 



Other (Describe) 



10 
11 
12 



ABILITY ; 
X B elow Average Performance 
^Average Performance 



Above Average Performance 



X Adult 



^ Textbook 



Workbook 



Other -Printed Material (Describe) 



J^^udlo Vtsual Material (Describe)^ 
S Imula t ions /Demon s t rati ons ■ 



Other (Equipment', Supplies, Etc-)_ 



Title: Clerical Office Procedures 



Author (s) : Pasework and Ollverlo 



Publisher; Southwestern 



Edition 6th C opyright Dat e ' 1^78 
^Cost '$10.00 



Pajjes used; Unit 7 



COMMENTS; Content Good 



Clarity Fair 



^Illustrations Good 



Organizatio n Good 
_Readab lilt y Good 
_Length ' 



Motivational Qualities ■ Good 



Includes; |Btudent, Direct i^s 



Quizzes 



Teacher Aids 



Teacher Comments ;_ 



Ug.ed to demonstrate various ways of filing and retrieving 



information 



ISSOE MATERIALS REPORTING FORM 



( BOURSE Business Office 
U^Y£ Filing and "Retrieval 

MODUL E Alphabetic Filing 

TASK R^trievfi Corriectly Filed In fo. 

1979- 1980 Task ^ 04-02-01 

1980- 1981 Task #^ 



School Name and^ Addres s^^o^^^gM^^^^^son bOCES 



Instructor DavidrSraj^one 



Phone Number (315)/463-9155 



ISSOE Region^ 



V-TECS Number 



:^ MATERIALS BEST SUITED FOR ; , 

X . Individual Instruction x H andicapped (Describe) Fmnf-ional Physical 

Other (Describe) 



^Group Instruction 

INSTRUCTIONAL LEVEL ( S) ; 
X Introdil^tory 

^Basic 

Advanced 



GRADE ; 

10 

11 

12 



ABILITY ; 



Below Average Performance 
Average Performance 
Above Average Performance 



MATERIALS jJSED : 
X Tefxtbook 



Adult 
Workbook 



Other Printed Material .(Describe)_ 



Audio Visual Material (Describe)^ 
Simulations/Demonstrations 



Other (Equipment, Supplies, Etc.)_ 



Title : Clerical Recordkeeping I 



Author(s) ; ' Baron/Steinf ied 
Rublisher ; Southwestern 

Pages used: Chapter 1 

COMMENTS: Content Good 



Edition 3 rd C opyright Date 1971 
Cost $7.80 



Organizatio n Good 



Clarits^_ 



Good 



Illustrations Good 



Read ab il i t y Go o d 



J.engtb_ 



Good 



Motivational Qualities • 

Includes; x Student Djjrections 



^Quizzes 



X Teacher Aids 



COURS E ^Business "^f ice 

UNIT ^i^i^g Retrieval 



ISSOE MATERIALS REPORTING FOIIM 



School Name and Address Onondaga-Madison BOCES 



Instructor David Stallone \ 



MODUL E- Alphabetic Filing 

TAS K Retrieve Correctly Files - Informatiophone Number. (315) 463-9155^ 

1979- 1980 Task » ^2-Ql 

1980- 1981 Task # 



ISSOE Kegion 9 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

X Individual Instruction 
^Group Instruction 



X Handicapped (Describe) , Emotional ^nd Physical 



jQtl^er (Describe)_ 



INSTRUCTIONAL LEVEL (S) ; 
X Introductory 

^Basic 

Advanced 



GRADE ; 

10 

^ 11 

12 



ABILITY ; 

X g elow Average Performance 

Average Performance 

Above Average Performande 



MATERIALS USED ; 
Textbook 



X '*Adult 
Workbook 



Other Printed Material (Describe) 




Audio Visual Material (Describe) 
Imulations /Demonstrations 



Other (Equipment, Supplies, Etc.)^ 



Title ; Gregg Quick Filing Kit 



Author (s) :_ 
Publisher: 



Stewart/Kahn 



McGraw^ill 



Pages used; 

COMMENTS; Content 



Good 



Clarity cood 



Illustrations 



Good 



Ed i t io n 2nd Copyr ight Date 1979 
Cost $3-70 



_Organization_ 



Readability 



Lengthy 



Good 



Motivational Qualities ' 
Includes; x Student Directions 



Gnod 



Good 



Quizzes 



x Teacher Aids 



Teacher Comments: 



.ISSOE MATERIALS REPORTING FORM 



COURS E Business Office 

UNIX Filing and Retrieval^ 
MODUL E Alphabetic > Filing- . . 
TASK Retrieve ntisfiled material 

1979- 1980 Task # 04-02-02 . , 

1980- 1981 Task iz- ^ 



School Name and Address Ogondaga-Hadison vBOCES 

^ J ' " 

s , instruc to r Davfg'Stallone ^ 

Phone Number ' (315) 463-9155 . 



IsSOE Region 9_ 



V-TECS Number 



MATERIALS BEST SUITED FOR : 

^ 'o # 

X Individual Instruction x H andicapped - (Describe) Emotional Physical 



Group * Ins t rue t ionir 



*0ther (Describe) 



INSTRUCTIONAL LEVEL (S) ; 
y Inti;gductory 
. B asic 
Advanced* 



GRADE ; 
12'- 



MATERIALS USEi^: 



Textbook 



Adult 
Workbook 



Audio Visual Material (i)escribe)_ 
Simulations/Demonstrations ^ 



Other Printed Material (Describe) 

— — ^ 



X\ O ther (Equipmenf/Supplies, Etc.) ^ actual fil^. drawer 

V 

^ title: , : 



Author (s) :^ 
Putilisher: 



Editio n ' C opyrfghl: Date_ 



Pages usjed:_2 

COMMENTS ; Content^ 
' Clarity^ 



Organization 
Readabiljty_ 



Illustrations 



Length ^ 



Motivational Qualities_ 



Includes: '^x Student Direct ioirs - Q uizzes 



Teacher Ai^s 



ABILITY ; ^ o ^ » 
V B e low, Average Performance 
Average Performanc'e 
Above Average Performance t» 



Teacher Comments: M^Students will retrieve the misfiled material in the drawer > 



29 ^ V 



ISSOE MATERIALS REPORTING FORM 



COURS E Business Office 

UNIT Filin| ^nd Retrieval 

- MODUL E Alphabetic 'Filing 

TASK Retrieve misfiled material 
1979^1980 Task # 04-O2"O2^ 



School Name and Addres s Onondaga-Madison BOCES 



Instructo r ^Dayid Stal i^e 
Phone Number 015) 463-9155 



ISSOE Region 9_ 



1980-1981 Task # 



V-TECS Niflnber 



MATERIALS BEST SUITED FOR': 



jc Individual Instruction ^ x .H andicapped (Describe) T7n^r>fTnn^-l xPi^yQ-irai 



JGroup Instruction.. 



INSTRUCTIONAL LEyEL ( S ) : 
X -Introductory 

..11. I .III. — o ^ 

^Basic 

Advanced 



GRADE: 



OtheTr XDescribeJ * 



10^ 

ir 

12 



ABILITY ; . / - / * 

K, B elow Average Performance 
. A verage Performance 



^Above"* Average Performance^ 



MATERIALS USED ; 
Textbook 



X Adults 
Workbook 



Other Printed Material (Describe) 



Audio "Visual Material (Describe) 



^1 



li'X S imul a t ions /Demon strati on s 



odther (Equipment, Supplies, Etic.)_ 



Title^A ^"^^^ Filing Kit 



Author (s) i^^Ltfis^art/Kafeli 
Publisher ; McGrav^A ll 
Pages used; 



Edition 2n,d C opyright Date 1979 
• _Cos t $3>70 



COMMENTg ; .Conten t Good 



Organ iza t io n > Geod . ' 



Clarity Good 



Readabilit y . Gooij 



Illustrations ' Good 



Length " 



Cood 



Motivational Qualities 

o r-; 

Includes; x Student Directions -x Qttizzes 



X Teacher Aids 



ISSOE MATERIALS REPORTING FORM 



COURS E Business Office 

UjIXx Tiling and Retrieval 
MODULE Numeric Filing 



School Name and Address Onondaga-^adlson BOCES 



Instructor 



David Stallone ' 



tas k: Arrange correspondence acco rding to Phone Numbe r (315) .463-9155 

beginnlng-dlglt filing system 
1979-1980 Task # 04 -03 -01 

1980^1981 Task 4 . 



ISSpE Region 9_ 



V-TECS Number 



' MATERIALS BEST SUITED FOR ; * . . * - 

X Individual Instruction be Handicapped (Describe) Emotional & Physical 



•^Group Instruction 



INSTRUCTIONAL LEVEL ( S) ; 
X Introductory* 

^Baffic ^ 

Advanced 



GRADE: 



Other (Describe) 



ABILITY: 



10 

u: 

12 



y B elow Average Performance 
A verage Performance 
Above Average Tjerf orman^e 



MATERIALS USED : 
X t extbook 



X Adult 
Workbook 



Other Printed Material (Describe) 



^Audlo Visual Material (De^crlbe)^ 
Simulations/Demonstrations 



J)tHer (Equipment, Supplies, Etc,)_ 



Title: Clerical Office Procedures 



Author (s) : ^Pasewark/Ollverlo 
Publisher x Southwestern 



Pages used:_ 



Unit 7 



COMMENTS: Content Good 



Clarit y fair 



Illu>t^atlon s good 




Editio n 6th . C opyright Date iq78 
' ^Cos t $10.00 



>tivatlonal Qualitie s ' 
Includes: x Student Directions 



jOrgan Iz a t Io n , Good 



Readabilit y good 



J^ength_ 



good 



Quizzes 



• Teacher Aids- 



Teacher Coimnepts: 



9 
















It ' 


• 


















> 



^vERJC 



31 



37 



BuslneaSyOf f ice 



COURSE 

UNIT Filing and^ Retrieval 

MODUL E tumeric Filing . 

TASK ^^^^S^ correspondence accordin'g to 
begmning-aigit tiling system 

1979- 1980 Task jO^iOhOl, 

1980- 1981 Task # 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Onondaga-Madison BOCES 



Instructor 



David Stallone 



Phone Number (315) 463-9155 



ISSOE Region ^ 



V-TECS Number 



MATERIALS BEST SUITED- FOR ; 
X Individual Instruction 
^Group Instruction 



jc ^Handicapped (Describe) Emotional & Physical 

Other (Describe) , 



INSTRUCTIONAL .LEVEL (S) ; 

_x Introductcyry 

x' > B asic 

Advanced 



GRADE : 

10 

11 



12 



ABILITY ; 
X B elow Average Performance 
.A ve rage Performance 
Above Average Performance 



MATERIALS USED ; 
Textbook 



Adult 
Workbook 



Other Printed Material Q^escribe) 



Audio Visual Matej^ial (Describe) 



X Simulations/Demons trations^ 



pther (Equipment, Supplies, Etc.)_ 



Title : Gre^g Quick Filing Kit 
Aiithol:(s>: e;^^;ti^y>ffeahn S 



PUfrUsher ; McGrav^ Hiil' 



Editio n :jnH C opyright D^ate^ 
* Cos r $-^.70 



1979 



Pages used: ' 

COMMENTS: Content Good 



Organ iz a t io n Good 



Clarit y Good 



^ Re ad ab i 1 i't y Good 



IllustratiChs 



Goo(i 



jCengtti^ 



^QOd 



A/ . 



Motivational Qualitie s • Good 



Includes: x Student Directions ;c ^Quizzes ^ x Teacher AiSs 



COURS E Business Office 

UNIT Filing and Retti6val 



ISSOE MATERIALS REPORTING FORM 

♦ School Name and Address Onondaga-Madison BOCES 



MODULE tlumeric Filing 



^ 

Instructor 



David Stallone 



TASK Arrange correspondence according to ^ Phone Numbe r (31S) 463-9155 

beginning-digit tiling system 
1979-1980 Task <f_04.^3-Ol ' i;SSOE Region 9 




1980-1981 Task # 



MATERIALS BEST SUITED FOR ; 

X. Indiviflual Instruction 
Group Instruction 

INSTRUCTIONAL LEVEL(S) ; 
. X Introductory 
Basic • 



V-TECS Number 



X H andicapped (Describe) Emotional and Physical 
Other (Describe) ; ^ 



Advanced 



GRADE : 

10 

11 

12 



V 



MATERIALS USED ; 
X Textbook' 



X Adult 
Workbook. 



ABILITY; % 

X B elow Average B^rfo nuance 
Average Performance 
Above Average Performance 



Other Printed Material (Q^scribe)^ 



_\Audio Visual Material (Describe), 
Simulations /Demons trat ions 



Other (Equipment, Supplies, Etc.*)_ 



Title : Clerical Recordkeeping; I 
Author (s) t Baron/Steinfelti 



Publ isher ; Southwestern PubLishing Companv 



j>_Ed i tio n 3rd C opy r ight Date_ 
* Cost $7.80 



Chapter 1- 



Pages used: 

COMMENTS: Content Good 



Clarit y Good • 



Organizatio n ' Good 
Readability, 



Good 



Illustrat ions Good 



JiCngth^ 



Godd 



Motivational Qualitie s^ - Good [ [ 

Includes: x Student .Directions Quizzes * . * T eacher Aids ^ 



1971 



Tedcher Comments: 



33.. 



ISSOE MATERIALS REPORTING FORM 



COURSE Business Office 



S<;.hool Name and AddressOnondaga-Madison BOCES 



Instructor 



David Stallone 



\JHY£ , Filing and Retrieval 

MODUL E NumeriV Filing' * . ^ ^ 

TAS K Aryange correspondence accor ding to .-^JKone Nm^be x (315) 463-9155 

■ middie-digit tiXing system 

1979-1980 Task # a4-:03-02 x . isSOE Region *9 ^ 



198(K1$81 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR; 



jc Individual Instruction ^ HandicapiJed (Describe) Emotional & Physiral 



Groups Instruction 



INSTRUCTIONAL LEVEL (S) ; 
X Itifcroductory 

y 

_; ^Basic / 

Advanced ' ^ 

MATERIALS USED: 



GRADE: 



Other (Describe) 



ABILITY; 



10 
11 
12 



_Bel^w Average Performance 
^Average Performance • 
Above Average Performance 



AdulV; 



^ .Textbook 



Workbook 



_Other Printed Material (Descrl^ l"^ 1 



jAudio Visual Matefrial (^Describe)_ 



X Simulations/Demonstrations 



J ^Other <Equipment, Supplies, Etc*^ 



Title : Gregg Quick Filing Kit 



i ' 1 

Edition C opyright Date > iq7Q 
' Cost $^.7n 



Author<s) : Stewart/Kahn 



Pu Visher f McGraw Hill 
Pages used: 



jCOMMENTS ; Content GoqU 



Organ iz a ^ i o n Good 



Clarit y Good 



lilus t ra t ion s Good ' 

Motivational Qualitie s ' Good 



Readabilit y Good . 



_Lengtli_ 



Good 



Includes: x S tudent Directions x Q u|j^:Seb jc Teacher Aids 



Teacher Comments: 



\ 



• * ISSOE MATERIALS REPORTING FORM V: | . 

. COURSE Businfes s Office School Name and Address Oriondaga-'Madlson BOCES 

UNIT Filing and Retrieval * ' . ' 



MODUL E Numeric Filing Instruyto r Pavid Stallone^ 



TASK Arrange correspondence acco rding to Phone Numbe r (315) 463-9155 

middle-digit fiMng system* " ^ • 

1975-1980 Task # 04 -03 -02^- ISSOE Regio n "9 

1980-1981 Task # V-TECS Numbe r - . ; 



MATERIALS BEST ♦SUITED FOR: 



X Individual Instruction x H andicapped (Describe) Emotional and Physical 



Group Instruction ^ ^Other (Describe)_ 



^INSTRUCTIONAL LEVEL (S ) ; GRADE ; ABILITY ; 

X I ntroductory 10 x B elow Average Performance 

Basic,,^^^^^^ ' * 11 * Average Performance 

Advanced • 12 Above Average Performance 



t- ^ Adult 
MATERIALS USED ; 

X Textbook Workbook' Other Printed Material (Describe) J_ 



1^^^^ Audio Visual Material (Describe) 



Simulations/Demonstrations 

Other (Equipment, Supplies, Etc.). 



Jitle ; Clerical Off -ire ProceHtirPg 



^ ^ - Author(s) ; Pasevark/m-r^or-rn ^ ^Edition_^^;jj_Copyright Date_^^;i^ 

Publisher; ' Southwestern . Cost $10.00 



Pages *uj^ed; tfiaiit 7 



COMMENTS : Content Good - OSganizatio n cnnA 



Clarit y Fair - ' ' R eadabilit y Qnnd 



Illustration s Fai^ - Lengti CnnH ^ 



Motivational Qualitie s • Go^od 



"includes; Student Directions Q ujLzzes. Teacher Aids 



ISSOE MATERIALS WSPORTING FORM 

COURS E Business Office 
"UNIT Filing at/d Retrieval 



School Name.^and Addres s Onondaga^Madlson 6OCES 



MODULE Numeric iFlllng 



Instructor 



David Stallone 



TAS K Arrange cqfrrespondence acco rding to p^one Numbe r (315) 463-9155 

terminal-digit^ tiling system. 
1979-1980 'Task / / 04-03-03 . ISSOE Region . 9 



1980-1931 Task # 



V-TECS Nu?iber_ 



/ 

^ MATERIALS BEST SUITED FOIt ; 

X Individual Instruction x \ H andicapped (Describe) Emotional 

Other (Describe) 



_Group Instruction 



INSTRUCTIONAL LEVEL (S) : 
X Introductory ' 
Basic 



Advanced 



GRADE ; 



11 

12 



ABILITY ; 

X B elow Average Perfofroati 

^Average Performance 

^Above Average Performance 



! \ 



MATERIALS USED ; 
Textbook 



^ Adult 
Workbook 



Other Printed Material (Describe) 



Audio Visual Material (Describe) 



jj ^SimulatiOns/Demonstrations;_ 



_Other (Equipment, Supplies, Etc.)^ 



Title: Gregg Quick Filing Kit 



Author (s) : Stewart/KAn 



Publisher; McGraw Mil 
Pages used: 



COMMEyrS : Conrfent Gbod 



Clarit y Good 
Illustrations Good 



Editio n 2nd^ opyright Date iqyq 



Organizatio n Good 



Motivational Qualitieaj_ 



Good 



_Length_ 
IT 



Cost $3.70 



Readabilit y Good 



Good 



Includes: x s tudent Directions x Quizzes ' x Teacher Aids 



J 



Teacher Comments; 



p^ERIC 



> 


















\ 




/ • . ;• • - - , 













ISSOE MAT^RIA^S REPORTING FORH 



'XIOORSE^ 
UNIT . 



business Office 



filing and Retrieval 



School Name and Address Dnondaga-Madlson BOCES 



MODULE f^umerlc Filing 



Instructor 



David Stallone 



TAS K' Ari|ange correspondence acco rding to p^^one Numbe r > (315) , 463-9155 

' ceihninaj. aigit riiing system, 
1979-1930 Task # 04,03^03 ISsOE Regio n 9 - . 



1980-19$1 Task # 



V-TECS JIumber 



MATERIALS BEST SUITED FOR: 



Ii^dlvldual Instruction x . H andicapped (Describe) Emotlofaal & Physica l 



Group Itistructlpn 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) ; 
X Intjjj^oductory 
Basic 



Advanced 



GRADE ; 

10 

11 

- 12 



MATERIALS USED : 
X Textbook 



. Adult 
Workbook * 



AfLidlo Visual Material (Desqrlbe) 



^Slmulatlons/Deiftonstratlons 

_Other (Equipment, Supplies, EtcO_ 



ABILITY 



Below Average Performance 



^Average Performance 
Above 'Average Perfofrmance 



Other Printed Material (Describe) 



Tit ie : Clerical Office Procedures 



Author (s) : Paseyark/oilverlQ 
Publisher : Southwestern 



Pages used; Unit 8 



COMMENTS: Content Good 



Clarit y Fair 



Illustrations 



Fair 



Motivational Qualitie s : Fair 



Includes : 



Editio n Copyright Dat e ^97 3 



Student Dl^rectlons 



-^QQ5 $10.00 



Organizatio n pnnH 



Re/adablllt y'' r,onH 



_Length_ 



^Quizzes 



Teacher Aids 



Teacher Comments: 



■43 



•ISSOE MATERIALS<,REPORTING FORM 



COURSE^^^^^siness* Office 



tmX T ■ Filing and .get rievaj^ 
MODULE Modern- Filing Syst^^ 



School Name and\Addres8 Ono rtdaga-Madison BO CES 



Instructor 



David Stallone 



TASK Set up an alphabetic correspondence- 'phone Number (315)r463-9155 

_ file ^ ^ ^-^^ 

1979-1980 Task '» 04-04-01 



ISSOE Region 9_ 



1980-1981 Task^ 



"V-TECS Number 



1 ^ 

MATERIALS BEST SUITED FOR ; ' 

X Individual Instruction 

Group Instruction 



Jlandicapiied (Describe) ^^nf-fnnai ^ Phyg-trai 
_Other (Describe) V ' 



INSTRUCTIONAL LEVEL(S) ; 
X Introductory 

^Basic 

Advanced 



GRADE ; 

10 

11 

12 



MATERIALS USED ; 
Textbook 



Adult 
Workbook 



Audio Visual Material, (Describe) 



' X Simulations/Demonstrations- 



Other (Equipment, Supplies, Etc.)_ 



ABILITY ; 
X B elow Average Performance 

^Avetage Performance 

Above Average j( Performance 



Otjier Printed Material (Describe) 



Title : Gregg Quick Filing Kit 



Author (s) ; 



Publisher ; McGraw Hill 



Pages used;_ 



COMMENTS; Content flood 



Clarit y Good 



Illustrations Good 



Motivational Qualities ' Good 



Editiion 2nd C opyright Date 1979 



Cost , $3>70 . ' 



Organizatio n no^d 



Readabilit y Good 



_Length_ 



Good 



Includggr — x Student Directions x . Quizzes x ' T eacher Aids, 



* Teacher Commapts: Student firs^j^arranges file? alphabetically, per filing kit, then 

sets up his own files at his desk> 



ISSOE MATERIALS REPORTING JORM 



,COURSE Business' Office 



BNI T . 'Filing and Ret r i eva 1 
MODULE ' Moderti Filing System 



School Name and"^ Address Onondaga-Madison BOCES 



Instructo r ' David Stallor^^ 



TAS K Set up an alphabetic corres pondence p^one Numbe r^ (315). 463-9155 
tiie \ 

1979- 1980 Task #_Q4-£i4-aL^ 

1980- 1981 Task f . 



ISSOE Regio n 



V^TECS Nv^ber 



MATERIALS BEST SUITED FOR ; 
* ♦ ' .\ 

X Individual Instruction :K H andicapped (Describe) Emotiofial & Physical 



Group Instruction 



Other (Describ*e) 



INSTRUCTIONAL LEVEL (S) ; 
^ Introductory 

^ffasic 

^Advanced 

MATERIALS USED! 



GRADE ;. 

10 

11 

r 

12 



AlLITY: 

X B elow Average Performance 
^Average Performance 



Above Average Performance 



TjBXtbook 



Adult 
Workbook 



^Audio Visual Material (Describe)_ 
Simulations/Demonstrations 



Other Printed Material (Describe)_ 



X Other (Equipment, Supplies, Etc.) actual defsk (file?) drawers 



Title: 



Author (s) :_ 
Publisher: 



Edition 



Pages used:_ 



COMMENTS: Content 



Clarity_ 



Illustrations 



Motivational Qualities 
Includes : 



Student Directions 



_Organization_ 
_Readabilitry_ 
_Length_ 



Copyright Date_ 
Cost 



^Quizzes 



•Teacher 



Aids 



Teacher Comments; Student files in the front office 



COURS E Business Office 



-UNIT Filing and Retrieval 
MODULE Modern Filing; System 
- TASK File and Retrieve correspondence 
1979-1980 Task # 04-04-02^ 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Onondaga-Madison BOCES 



David Stallone 



Instructor 

Phone Numbe r (315) 463-9155 
ISSOE Regio n 9 ' 



1980-1981 Task # 



'V-TECS Number 



MATERIALS BEST SUITED FOR: 



X Individual Instruction x H andicapped (Describe) Emotional & Physf^al 



;_Group Instruction 



INSTRUCTIONAL LEVEL (S) : 
X Introductory 

. ^Baslc 

Advanced 



GRADE: 



Other (Describe) 



10 

11 

xl2 



MATERIALS USED ; 
Textbook 



o VisuaL 



Adult 
Workbook 



Audio Visual' Material (Describe) 



X Simulations/Demonstration/! 



Other (Equipment, Supplies, Etc.)_ 



Above Average Performance 



Other Printed Material (Descrlbe)j 



T" 



ABILITY : 

y B elow Average Performance 
Average Performance 



Title : Gregg Quick Filing Kit 



, ' Author (s) : Stewart /Kahn 



'Editio n 2nH^ QPyright Date iqvq 
CostX . $3.70 



Publisher : McGraw Hill 



Pages used:j 



COMMENTS ; Content Gotfd 



J Organ iza t io n cnnH 



Clarit y GoI 



Illtistrations Good 



^Readabilit y CnnH. ' ^ ' 



_Length_ 



Good 



Motivational Qualitie s ' Good 



, Includes: x Student Directions ^ ^Quizzes ^Teachei: Aids 



Teacher Comments: 1) Student will file 100 cards from l^it and„retrdeve them in his 

exercise. » ' ' 



2) Then- use ,an actual file drawer to file and retrieve 



46 



ISSO^ MATERIALS REPORTING FORM 



COURS E Business OlEflce " 
UNIX Filing and Retrieval' 
MODULE Modern Filing System 



7 . 



School Name and Addre^Onondaga-Madison BOCES 



Instructor 



David Stallone 



TASK ^^le ^nd retrieve correspondence p^orie Number (315> 463-9155^ 



1979-1980 Task if 04-04-02 



ISSOE Region 9_ 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUI'feD FOR ; 
^ I ndividual Instruction x H andicapped (Describe) Emotional & Physical 



jGroup Instruction 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) ; 
X Introductory 

Basic 

^Advanced 

MATERIALS USED: 



GRADE : 
10 

12 



X Textbook 



Adult 
Workbook 



jAudio Visual Matitial ^(Describe)_ 
Simulations/Demonstrations t_ 



J)ther (Equipment, Supplies, Etc,)_ 



ABILITY ; 

_x ^Below Average Performance 

Average Performance 



jAboye Average Performance 



jOther Printed. Material (Describe) 



Title : Clerical Office Procedureg 



Author (s) : Passwark/OliVerio 
Publisher : - Southwestern 



Pages used: Unit 8 



COMMENTS: Content Good 



Clarity • Fair 



' IlJLustrat ion s Fair 



Motivational Qualitie s • Fair 
Includes: 



Edit io n 6th Copyright Dgt e iq78 
Cost $10.00 



Organizatio n flood . 



_ftea dab i lit y Good 



_Lengtb 



Go6d 



Student Directions 



Quizzes 



Teacher 



Aids 



Teacher Comments: Book gives example of modern filing systems. and how they are ust 



ERIC 



41 



47 



^ ISSOE MATERIALS REPORTING FORM 

COURS E Business Office 

UNIT Filing and Retrieval 



School Name and Address Onondaga-Madison BOCES 



MODUL E Modern Filing System 

TASK Fils and retrieve correspondence 

1979-1980 Task # 04-04-02 



Instructor 



David Stallone 



Phone Number (315) 463-9155 



ISSpE Region 9_ 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
t 

X _ Individual Instruction 
G roup Instruction * 

INSTRUCTIONAL LEVEL (S) ; 
X Introdu(ft^3ry 

^Baslc 

Advanced 



X Handicapped (Describe) Emotional & Physical 
Other (Describe) 



GRADE: 



10 
11 
12 



ABILITY ; 

X B elow Average Perfonitance 
. A verage Performance 
Above Average Performance 



MATERIALS USED : 
Textbook 



X Adult 
Workbook • 



Other Printed* Material (Describ^e)_ 



Audio Visual Material (Descrlbe)_ 
Simulations /Demonstrations r 



X Other (Equipment, Supplies, Etc) an artnal f-flf^ Hrawr 



Title ; ^ 
Autho):(s) : 
Publisher: 



Pages used: 

COMMENTS : Content_ 
Clarlty_ 



Illustrations 



Edition 



_Organization_ 



Readability_ 



_Lengtlf_ 



_Copy,right Date^ 



t Cost 



Motivational Qualities 

Includes:' ^Student Directions ^Quizzes Teacher Aids 



4^ 



•Teacher 'Copnents: 



^ usQ to set up/oyn fj.les^ 



- for practice 



COURSE Business Office 



ISSOE MATERIALS REPORTING FORM 

School Name and Address-Jamestown High School 



UNIT Adding & Calculating Machines 
MODULE Adding Machines 



Instructor 



Jean Bobo 



tAS K Solve problems using' 10-key adding/ Phone Numbe r' (716) ,483-4384 

\ H<5t-ing machines * » — • 

1979- 1980 Task Of^^m^O} ISSOE^ Regio n 13 

^. ' ' , ~. - 

1980- 1981 Task # , V^^TECS Number • 



MATERIALS BEST SUITED FOR ; 
Individual Instruction 



Handicapped (Describe )_ 



*'^Group Instruction 



INSTRUCTIONAL LEVEL (S) ; 

^Introductory 

^ ^Basic 

Advanced 



GRADE; 



Other (Describe) 



ABILITY! 



10 
11 
12 



Belpw Average Performance 



Average Performance 
-Abcxve Average- Perfqrmance 



MATERIALS USED ; 
Textbook 



Workbook 



Other Printed Material (Describe) 



^Audlo Visual Material (Describe^ 



Simulations/Demonstrations 



Other (Equipment, Supplies, Etc.)_ 



Title; ?^ ^® Adding and Calculating Machines 



Author (s) : Walker ^ yoach^ Hanna 
Publisher; 



Editio n 4th C opytigh^^ate 



Cos 



Pages used;_ 



COMMENTS; Content 



Or ganlza tlon^ 



Clarity_ 



Readability 



A; 



Illustrations 



_Length_ 



Motivational Qualitieaj 

Includes: ^Student Directions ■ Q uizzes Teachef\Aids 



Teacher Comments: 



^ERIC 



/ 43 



4-9 ~- 

















J 

























• r 



COURSE 



isiness Offic^ 



ISSOE MATERIALS REPORTING JFORM 



UNIT Adding and Calcula ting Machi nes 

1 

MODUCB' AddJ.ng Machines 



Scftool Name and -Addres s James^town High School 



Instructor 



.Jean Bobo 



TAS K Solve problems using lOgjcey addiijg/ %one N>ini^r_ 

llsMng' machines 



(716^ 483-4384 



1979-1980 Task # 



ISSOE Regio n. 13 



1980-1981 Task # 



V-TECS Number 



MATEj^IALS JEST SUITED FOR ;- 



Ii;idlvidual Instruction 
Group Instruction 



JIandlcapped (Describe)_ 
Other (Describe) 



INSTRUCTIONAL LEVEL ( S ) ; 

Introductory 

Basic 

Advanc^^,^^ . ft. 



GRADE ; 
10 

12 



ABIEITY; 



Below Average Performance 



Average Performance 



MATERIALS USED ; 
Textbobfc^ ^ 



^Jorkbook'' 



^AudlOjVisaal Mateti'Ai^<D§^drlbe) 
Simulatipns/Demonstratlojis 



\ A bove Average Performance 
Othei? Prln^€r^laterlal (Describe) ^ 



OtheK^Equipmfent, -^tQjplies; Et,c.<» 



-a .4'' 



Title ; Comprehensive Buslness'^Machlne C.i^nr^e.* " ' '--^ ° ^ ' ' 

Author (s) Factor & .Tohnson ••^'.% (' ^ E dition ; 



X 



Publisher ; Fearon - Pitman 



Pages usedf * 



tlOUhfeNTS ;'' Content_ 



Clarity^ 



•Illustrations 



"^S-/ - : . 

» Qtganlzat ion^ 
_^Readabilit^ 
_Len^tb_ 



Copyright Dafte 1Q68 



Cost $6.80/5.10 



Motivational Qualities 

Includes; Student Directions 



_Quliz^es 



Teacher- Aids 



J Teacher Coimnent^; 



ISSOE MATERIALS REPORTING FORM 
COURSE^ Business .Off ice Sqhbol Name and Addres s Jamestown High School 



^XT Adding & Ga^teulating Machines 
MODULE Adding Machines 



Instructor 



Jean Bobo 



^ 'tA^ Solve problems using lO-kav .adding/ Phone Numbe r (716) 483-4384 

listing machines 



1979- 1980 Task # .06-01-01 

1980- 198rTa8k # 



ISSOE Region^ 



13 ^ 



V-TECS liVpber^ 



MATERIALS BEST SUITED FOR : 

Individual Instriiction 

^Group Instruction 



INSTRUCTIONAL LEVEL (S) 

^Introductory 

Basic 

Advanced 



GRADE: 



Handicapped (Descfibe)_ 
Other (Describe) 



•ABILITY; 



MATERIALS USED ; ^ 



Textbook 



Workbook 



. 10 
.11 
. 12 



Below Average Performance 



Average Performance 
Above Average Performance 



jdther Printed Material (Describe)_ 



l^udfo Visual Material ''(!Describe)_ 
Simulations/Demonstrations 



J)ther (Equipment, Supplies, EtcO_ 



* 



Title ; Full Kevboard Adding Machine Course 



Author (s) ; Factor and Johnson 
Publisher: Fearori ^ Pitman 



Pages used; 



COMMENTS: > Content 



Clarity_ 



-5^ 



Illustrations 



Editio n j^^^? ^C opyright Date 1968 
Revised / 



Cost $2,20/1,65 



_Organization_ 



_Readability_ 



_Length_ 



96 pages 



Motivational Qualities_ ^ ^ 

Includes: - ^Student Directions ^Quizzes ' Teacher Aids 



Teacher Comments: 



No description given iii catalogy* 



ERIC 



45 



51 



ISSOE MATERIALS REPORTING FORM 

CQUrS e ^"^^"^^ Office School Name and Addres s Jamestown High School 

• UNIT Adding, & Calculating Machines S , * 

MODUL E' Adding Machines • Instructor_i 



Jean Bobo 



TAS K Solve' problems using 10-key adding/ Phone Numbe r (716) 483-6384 
* «^ listing machines 

L 1979-1980 Task # 06-01-01 ISSOE Regio n 13> 



1980-3^81 Ta,8k 



V-TECS Number 



■ MATERIALS BEST SUITED FOR ; 

Individual Instruction 

^Group Instruction 



Handicapped (Descrlbe)_ 
Other (Describe) 



INSTRUCTIOt^ LEVEL (S) ! 
In tro d uot o ry 



Basic 
Advanced 



• GRADE : 

10 

J 11 

12 



ILITY : 



Below^ Average PerfortJance* 
Average Performance 
\oove Average Performance 



MATERIALS USED : 
Textbook 



Workbook 



Other Printed Material (^Describe) 



Audio Visual Material (Describe)^ 
S^ulatlons/Demonstratlons 



Other (Equipment, Supplied, Etc.). 




f;..^ Title ; Ten Key • Adding Machine 



Author (3>; Factor and Johnson 



Edition 



Published: Fearon - Pitman 



Copyright Pate (^197^ 
Cost $4.20/3.15 



Pages used:_ 



COMMENTS: Content 



Organization^ 



Clarlty_ 



Illustrations 




Readablllty_ 



Lengt h 73 pages 



Quizzees 



X Teacher Aids 



^ Hotlvatlonal Qualltle 
\^ Includes: x Student Directions 

Teacher Comments: 72 T^ages paperbound - lots of drill and practlea'l business 



problems according to the catalog description. Do not have a r opy of this 



COURS E Business Office ^ 

UNIX Adding & .Cal<^ulatlng Mach ines 
MODULE Adding Machines 



issoE materiaCs reporting form ^ ^ ^* 

School Name* and Addres s Jamestoyn High School 



Instructor 



Jean Bobo 



TAS K Solve problems using lO-kev ^ adding/ Phone Numb«T^ 
^ llstlng^iaachlnes 



(716> 483-4384 



1979- 1980 Ta9k # 

1980- 1981 Task » 



ISSOE Region ^ 13; 



•V-TECS Number 



MATERIALS BEST SUITED FOR ; 
Individual Instruction 



jGroup Instruction 



^Handicapped (Descrlbe)_ 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) ; 

Introductory 

^Baslc 

Advanced 



GRADE ; 

10 

11 

12 



ABILITY: 



_Below Average Performance 

I 

^Average Performance 
Above Average Performance 



MATERIALS USED ; 
X T extbook 



f 

jj Workbook 



OtWr Printed Material, ,(Describe)_^ 



Audio Visual Material (Describe)^ 
S Imu j^t ion s /Demon s t r a 1 1 on s 



Other (Equipment, Suppiies, Etc;)_ 



-7^ 



Title ; Ten Kev Adding - T.-lst-Ing Machines 



Author (s) : Pasework & Crenella 



-Publisher Southwestern 
Pages used: 



Edltlp n ^th C opyright Date_ 



Cost $/t.2^/.'^.18 



COMMENTS: Content 



Organ ization_ 



Clarity^ 



Readability_ 



Illustrations 



JLength_ 



Mot^ivatlonal Qualltlea_ 



Includes; __x Student Directions X Q uizzes 

' -£ pre-test 
^ post'-*test 

Teacher Comments: Text - and workbook - I do not have^thls book 



X Teacher Aids 



ISSOE MATERIALS REPORTING FORM 



* COURSE^ Business Office * 



UNIT Adding & Cafculating Machin es 
MODUL E Adding Ma^chines 



School Name and Address. Jamestown High- School 

r 



Inpfcructor^ 



Jean Bobo 



^ TAS K Solve problems using 10-key adding/ Phone Numbe r (716) 483-4384 
'• [ lifting machines ^ v 



1979- 1980 Task /i f 06-01-01 

1980- 1981 Task if . 



ISSOE ^ RegioTvl3_ 



V-TECS Number 



■A 



■ MATERIALS BEST SUITED FOR ; 

Individual Instruction 

-Group Instruction ' ' 



^^H andicapped (Describe)_ 



j[ Other (Describe) 



INSTRUCTIONAL LEVEL(S) : 

Introductory 

^Basic 

Advanced 



GRADE ; 

10 

[ 11 

12 



. ' ABILITX ; ; " \ ^' 
' * B elow Average Pjerfortnance 
Average Performance 



_Above A^cra^e Performance / 



MATERIALS USED : ' 
Textbook 



Workbook 



Other-- Printed Material (Describe) 



Audio Visual Material (Wscribe)_ 
Simulations /Demonstrations 



^Other (Equipment, Supplies, EtcO_ 



Title; How to Use Adding -Machines 



. Author (s> : Meehan and Kahn 



Publisher: -McGr^w Hill 
^ Pages used ; 



Edition 4 C oUyrigbt Date 1979 
; . C ost $8.56/fi.A7 



COMM ENTS : Content 

r- 



Organ ization^ 



Clarity 



Readabillty_ 



Illustrations^ 



Length_ 



•Motivational Qualitie6_ 



Includes: ' ^ Student Directions x Q uizzes 



X' Teacher Aids* 



Teacher Commentfs; I 4o not,h^ve this boo^> I went by the description in the*Catalog 

• • ' ' ' v 
^ ' • which gives a good descr^-ptlon of the, contents. , ° 



ERIC 



54 . 



NT 



. , ^ ISSOE MATERIALS REPORTING FORM 

t . ' • 

OtJRS E * Business Office . School Stoe and Sidress Mt. Vernon H*S, 

V ONIT "^^4i^g ^nd Calculating Machines 



MODULE Adding rogchlnes ' Instructor Irene Schlndler 



TAS K ^Q^VQ problem?. using 10-key adding/ phone Numbe r (914) 668-6580 

listing machine 

1979-1980 Task i f 06-01-01 ISSOE Regio n 38 



1980-1981 Task # ^''V — . ^ V-T?BfeS Number 



MAIERIALS BEST SUITED FOR ; 

X Individual Ins'tructibi^^ Handicapped (Descrlbe>_ 

x^fC roup Instruction^ Other (Dc^fcrlbe) 



[? ^ 

INSTRUCTIONAL LEVEL (S) ; GRADE ; ABILITY ; 

^Introductdry ^ 10 • ^Below "Average Performance 

X B asic . X 11** X A verage Performance 
Advanced * ^ x . 12 ^Above Average Performance 



MATERIALS USED: 



X Textbook _x Workbook Other Printed Material (Descrlbe)_^ 



jAudlo Visiial Material (Describe) 

_^Simulatlot^s/De;nonstratlons 



Other (Equipment, Supplies, Etc,)_ 



Title ; > Ten -Kev Ai^d In g-Ll sting MAr,h;Lnf> CmirfiP 



Author(s); Pasevark> Cornelia^ Editio n A C opyright Date__ 

Publisher ; Southwestern , Cost ^3.36 

Pages'' used; All 122 pages as ti me permits . - 



COMMENTS ; Oontent Excellent O rganizatio n Excellent 



Clarit y' Good ' ' R eadabilit y Appropriate 



Illustrations ^ Numerous/appropriate L engt h Satisfactory 



Motivational Qiialltie a Lots of $ood> realistic material 

ft ^ • 

Includes: jc ^Student DirectdTons x Q uizzes x T eacher Aids 

Teacher Comments; Very compl^^e hook; uatially not: rif>pHf>d -in ita pnf-trpfy; fnnpf-lnng 

are usually taught in connection with other functions of ^an electronic 

■" • calculator; adding machines 'being phased out. \ " • ^ 



COURSE Business Office 



UNI T Adding and calculating mach ines 
MODUL E Adding machines 



ISSOE MATERIALS REPORTING FORM 

- School Name and- Address Mt> Vernon H.-S* 



' Instructor Irene Schindler 




TAS K Solve problems using ten-k ey adding/ - Phone Numbe r (914) 668-6580 
^ listing machine 

79ri930 Task # 06-01-01 [ ■ ^ ISSOE Regio n 3S 



1980-1981- Task # 



V-TECS Number/* 



MATERIALS BEST SUITEDjFOR ; 
X Individual InstnictiOn 
X G roup s In s true t ion 

INSTRUCTIONAL LEVEL (S) ; 

^Introductory ^ 

X Basic 



GRADE: 



Jlandicapped (Describe)_ 
Other (Describe)"^^ 



ABILITY: 



10 



Below Average Performance 



Advanced 



X 11. 
X 12 



X A verage Performance 

A bove Average Performance 



MATERIALS USED ; 
X Textbook 



Workbook 



JJthet^ Printed* Material (Describe)^ 



jAudio Visual Material (Describe)_ 
.Simulations/Demonstrations 



Title: 



Other (Equipment, Applies, Etc,)_ 




Uie Adding and Calculating Machines 



Author (s)-: Walker, Roach and Hanna 
Publisher r Gregg/McGraw Hill 



Edition 



^Copyright Date ' 1979 

Cos t $8.56 



Pages used: - 99-123 
COMMENTS ; Content__£Qjm2i£i:a. 



Organ iz a t ion nonH 



Clarit y .r,nod 



Illustrations ^ Satisfactory 



_Readab ility Appr^>pT-^a^^ fnr av^-rag<a 11^19 

Len gt h 'Satisfactory 



Motivational Qualitie s • j-tmo/j pr ^ grggg gHeck — good mntivAt"f nnal f^fiv^cp. 
Includes: x Student Directions x Quizzes x T eacher Aids • 



Teacher ' Cqmnlen ts : 

















1 4 










i * • 








V 


• 















ERIC 



50 



56' 



COURSE Business Offi^ce 

■ — — ✓ 

s 

UNI T Adding _ Calculating Machine s 

VmODUL e Calqulatlng Machines ; 

Solve probl6ns w/ lOr-key ele ct tonic 
printing - calculator 

1979- 1980 Task # 06-02-01 . * 

1980- 1981 Task # 



ISSOE MATERIALS REPORTING %m 

School Name and Address Jamestown High School 



Instructor 



Jean Bobo 



Phone Number (716) 483-4384 



^ISSOE ftegion_^^ 13_ 



V-TECS Number 



MATERIALS BEST SUITED EOR ; 

X. Individual Instruction 

— I J .- ■ 

X G roup Instruction 



Handicapped (Describe)^ 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) 

Introductory 

B asic 
^Advanced 

MATERIAL^^USED: 



GRADE : 

id 

11 



ABILITY ; 



Below Average Performance 
^Average Performance 



_Above Average Performance 



X Textbook 



Workboq)|C 



Other Printed Material (Describe)_ 



Audio Visual Material (Describe) 
S imula t ion s /Demon s tra t loo s 



Other (Equipment, Supplies, Etc.)_ 



Title : How to nfiP> Add-tng anH ralri^flt-f ng Marh-tiiPg 



Author (s) ; Walker, Roach, Hanna 



, Publisher; Qregg - McCraw Hill 



Editlo ri C opyright Date '^^^^ 
Cost j^ft ^A/A.A? 



Piges used: 



COMMENTS: Content 



'Clarity_ 



_0r ganiz a t ion_ 
*Readability_ 



Illustrations 



Lengt h 224 pages 



Motivational Qualitie s ' "operating models" , 

Includes:' x Student Directions jc ^Quizzes x^^^ Teacher Aids 



Teacher Comments: 



51 



COUttSE Business Office 



j])}XT Adding & Calculating Machines 
MODUL E ^^^^^^^^^^g Machines ^ 

TASK S^lve jMToblems using the ten-key 
eleccronic calcuia^tor 

1979- 1980 Task f 06-02-01 

1980- 1981 Task # 



ISSOE MATERIALS BEP0RTIN6 FORM 

* School Name and Address Jamestown High School 



Instructor 



Jean Bobo 



Phone Numbe r (716). 483->4384 
ISSOE Regio n 13 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
Individual Instruction 



Group Inst rue tioii 



^Handicapped (Describe)_ 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) ; 
Introductory 



Basic 
Advanced 



MATERIALS USED 
X Textbook 



GRADE ; 

10 

11 

12 



ABILITY ; 



Below Average Performance 



^Average Performance 



^Above Average Perfortoance 



Workbook 



_pther Printed Material (Describe); 



^Audio Visual Material (Describe)_ 
S imul a tion s /Demons t r a t ion s 



J)ther (Equipment, Supplies, Etc.)_ 



Tit 



jfe: El 



ectronic Calculator 



Author (s)i 



Pa c tor ^ 



Edition 



Publisher ; Fearon Pitman Publishing Company. 



_Copyright Date 1976 
_Cos t $4,20/3,15 



Pages used ; 

COMMENTS? Content 



Or ganiz a t ion_ 



Clarity_ 



_Readability_ 



Illustrations 



Lengt h 112 pages 



Motivational Qualities_ 

Includes; x ^ Student- Directions 



jQuiz^es 



Teacher Aids 



Teacher ComiBents; 



E Business Office 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Mt> Vernon H.S. 



UNIT Adding & Calculating Machin es 
MODULE Calculating Machines 



Instructor Irene Schindler 



tronic printing calculator 
1979-1980 Tasrtc ^ 06-02-01 


ISSOB Region 3S 








1960-1981 Task # 


V-TECS Number 








MATERIALS BEST SUITED FOR: 
X Individual Instruction 


Handicapped (Describe) 






'■ — 



x^^G roup ^Instruction 

INSTRUCTIONAL LEVEL (S> ; 

Introductory 

X B asic 
Advanced 



GRADE: 



Other ('Describe) 



ABILITY: 



10 
11 
12 



Below Average Performance 



X A verage Performance ^ 
^ Above Average Performance 



MATERIALS USED ; 
X Textbook 



Workbook 



Other Printed Material (Describe) 



Audio Visual Material (Des*e'ribe)_ 
Simulations /Demonstrations 



1 



Title; 



^Other (Equipment, Supplies, Etc\)_ 



Hov to Use Adding and Calculating Machines 



Auth9r(s) ; Walker, Roach, Hanna 



Edition 



Publisher; Gregg/McGrav, Hill 

Pages used; 147-161 

COMMENTS ; Content Complete 



_Copyright Date 1979 
Cost $8.56 



Organization Good 



Clarit y Good 



Readabilit y Appropriate 
J-ength 



Satisfactory 



^Illustrations Satisfactory 

Motivational Qualitie s Timed Progress Check enables students to measure their 

jnaatery of each, machine^ and see their progression in skill on a .lesson-to- lesson 
Inciudes: x S tudent Direccions x ^ Q glzzes ^x Teacher Aids basis* 



Teacher Comments: 



ERiC 



53 



59 



COURSE Business Office 
UNIT Adding & Calculating Machines 
MOdIjL E -Calculating Machines 
TASK Solve problems using the 10-key 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Jamestown High School' 



Instructor 



Jean Bobo 



Phone Number (716) 483-438^ 



electronic printing calculator ' * 
1979-1980 Task # 06-02-01 ISSOE Region 13 


* 


1980-1981 Task # 


V-TECS Number 


4 


MATERIALS BEST SUITED FOR: 


• * ^ 




Individual Instruction 


Handicapped (Describe) \ 




Group Instruction ' 


Other (Describe) 


> 



INSTRUCTIONAL LEVEL(S) i 
, Introductory 
Basic 



Advanced 



GRADE : 

; 10 

11 

12 



ABILITY; 



Below Average Performance 



_Average Performance 
Above Average Performance 



MATERIALS USED ; 
X Textbook 



X ' Wotkbook 



Other Printed Material (Describe) Pre- test, Post- test 



Audio Visual Material (Delscribe) 



Simulatfions /Demons tratioils 



Other (Equipment, Supplies, Etc.)_ 



Title ; Electronic and Mechanical Printing Calculatt)r Course 



m 



Author (s) ; Pasewark 



Edition 



Publisher ; Southwestern 
Pages used:^ 



Copyright Date_ 
Cost $5.16/3>87 



COMMENTS: Content 



Clarity_ 



Organizatio n . . 

E^Rea<r^ilit7 ; 



Illustrations 



Lengt h^ ' 30 jobs 



Motivational Qualities_ 



Includes: x Student Directions x Quizzes 



X Teacher Aid^ 



Teacher Comments: 



COURSE Business Office 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Jamestown High School 



UNXT Adding & Calculating Machines 
MODULE Calcu lating Machines 

TAS K Solve problems using the te n key 

electron^^ printing calculator 
1979-1980 Task #06-02-01 



Instructor 



Jean Bobo 



Phone Number (716) 483-4384 



ISSOE Regio n ^3 



1980-1981 TasH #_ 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

Individual Instruction 

^Group Instruction 



Jiaqdicapped (Describe)_ 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) ; 

In t r oducr o ry 

Basic. 



Advanced 



GRADE ; 
' 10 

11- 

12 



ABILITY: 



Below Average Performance 



Average Performance 
Above Average Performance 



MATERIALS USED : 
♦ 

Textbook 



Workbook 



Other Printed Material (Describe) 



Audio Visual Material (pescribe)_ 
Simulations/Demonstrations 



ri^vted 



Other (gquipment, Supplies, Etc»)_ 



Printing Calculator ftsdadec Course 
Title: ^ . 



Author (s)* : Factor 



Publisher : Fearon - Pitman Publishing Company 



Editio n0254-6 C opyright Date 1969 



Cost $3>2()/2,40 



Pages used: 

COMMENTS ; Content_ 
Clarity_ 



_jOrganization_ 



^Readability^ 



Illustrations 



Lengt h 160 pages 



Motivational. Qualities * : . ^ 

Includes: • ^Student Directions .Q ui zzes 2E Teacher. Aids 



Teacher Comments: Answer kev is more than text $ 3.36/2.52 



No description given in catalog I have. 



ERIC 



55 



61 



ISSOE MATERIALS REPORTING FORM 



COURSE Business Office ^ 



UNIT "A3E±ng^ Calculating Machines 

MODUL E Calculating Maclpres^ 

TASK Solve problems using the ten key 
electronic printing calculator 

1979- 1980 Task # €6-02-01 

1980- 1981 Task # 



School Name and Address J^^Q^stown High School 



Instructor 



Jean Bobo 



^FhoneNumber (716) 483-438^ 



ISSOE Regio n 13 



V-TECS Number 



MATERIALS BEST SUITED FOR : 
Individual Instruction 



^Group Instruction 



0 



INSTRUCTIONAL LEVEL (S) 
* Introductor/^ 

^Basic 

Advanced 



Jiandicapped (Describe)_ 
Other (Describe) 



GRADE ; 

10 

11 

12 



ABILITY: 



Below Average Performance 
Average Performance 
Above Average Performance 



MATERIALS USED ; 
^Textbpok 



Workbook 



Other Printed' Material (Describe) 



X Audio Visual Material (Describe) filmstrio- Rpf nf ?S fnr nsfi h\^^ all mprh-inpg xjMrh 
— ' fecord amounts on tapeT 

Simulations/Demonstrations ^ 



^Other (Equipment > Supplies, Etc.). 



Title ; Ten Key Touch Training Course 



Authoi*(s) : 



Publisher: Gregg/McGraw Hill 



Pages'- used :^ 



COMMENTS: Content ' 



Clarity^ 



Edition 



Copyright Date 1959 



Cost 



Illustrations , 

Motivatioici^3r^u^J^ties_ 

iQCbtudes: ' Student directions 



Organization^ 
Readability 



^ £^ 5 film c tripe . 



Quizzes, 



Teacher Aids 



Teacher Comments: 



0 

TRIG 



62 



:OURSE 



ISSOE MATERIALS REPORTING FORM 
Business Office ^ School* Name and Addres s- Mt. yfrernon H.S, 



• DNI T Adding & Calculating Machin es 
MODUL E Calculating Machines 



Instructor Irene Sehlndler 



TAS K Solve problems uslilg the ten -key elec- Phone Numbe r (914) 668-6580 

tronlc printing calculator 
1979-1980 Task if 06-02-01 ISSOE Regio n 38 



1980-1981 Task # 



V-TECS Number- 



MATERIALS BEST -SUITEI>-FOR ! ^ 

Individual Instruction 

^Group Instructlottap^ ► 



JHandlcapped (Describe)^ 
Other (Describe) ]_ 



INSTRUCTIONAL LEVEL QS) 

9 

In t r dd uc t ory 

X B asic 
Advanced 



GRADE ; 
10 



ABILITY; 



Below Average Performance 



X 11 
X 12 



_x Average Performance 

Above Average Performance > 



MATERIALS USED: 



Jextbook Text^p^or^^ ^Other Printed Material (Describe), 

_Audlo Visual Material (Des^p^be) J [ ^ 

S ImuLa t ions //Demons tra t Ions : 



jc ^Otfier (Equipment, Supplies, Efcc. ) Tests 



Title: 



Office Machines Course 



Author (s) : Cornelia, Pasevark 
Publlsjier ; Southwestern 



Pages used: 

COMMENTS; Content Ryrfill^nf 



Clarit y Good 



Illustrations Good 



Edition 



_Copyrlght Dat e ;l979 
_Cos t ^L.lil 



Or gan Iz at lon_£2u:£iien£- 



Readablllt v Appropriate foi: 11-12 
Lengt h Appropriate ^ ' " 



Motivational Qualitie s Students see results; checkups and t;einforcement 
Ipciudes: x S tudent Directions^ x Q uizzes - x T eachet Aids 



Teacher Comments: A good spiral bound bonk — students ms jy puf ayiftuf>rg on anflupr^.qhpptfl 

rather than In book — thus. two-»three years of use Is possible. 



ERIC 



57 



6'^ 



3 • 




COtfRSE 



ISSOE MATERIALS REPORT INGfFOSM 

School Name and Addres s Jamfestown High SchooL 

UNI T Adding & g^\ylatlng Machin es - ' ^ ^ ^ 



Business Office 



MODUL E Calcul^lng Machines 



Instructor Jean Bobo 



TAS K Solve problems With the l% key elec- Phone Numbe r (716) 483-4384' 
tronic calculator involving the memory function 
-1980 Task # 96X02-02 ISSOE Regio n 13 



1979-1980 Task # 
[980^^981 Task # 



V-TECS Number 



MATERIALS BEST SUITED^ FOR : . 
Individual* Instruction 



Group Instruction. 



^Handicapped' (Describe) 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) : 

^Introductory - 

_j Basic 

Advanced 



GRADE: 

10 

11 

12 , 



ABILITY: 



Below Average Performance 



Averagje Berformance 

^ ^ Above Average Performance 



MATERIALS USED : 
X * Textbook 



X Workbook 



Other Printed Material (Describe) * 



^Audlo Visual Material (pescrlbe)_ 
Simulations /Demonstrations 



Other (Equipment; Supplies, Etd.). 



Title: 



Solving guslness Problems on the Electronlq Calculator 



ilt 



Author(s) : James Mechan and Allan D'oerr 

Publisher: Gregg/McGrav Hill ' 

Pages useS: \ 



COMMENTS^ Content' 



'i^:iarity^ 



Illustrations^ 



Editio n 3 rd C opyright Date 1975 
; Cos t $7.44/5.58,. 



jOrganlzatfon^^ 



Readability 



Leihgt h 2^6 pages 



Motivational Qualitie s 

Includes: Student tolrections ^Quizzes. . x T eacher Aids 



Teacher Cotmnents: 



ERIC 



58 



64 




^pOURS E B^s^ne9s Office 

UNI T Adding* & Caloulatlng Machin es 
MOriUL E Calculating Machines * 



ISSOE MATERIALS REPORTIi?G FORM ' " ' 

School Name and Address Jamefitnvn High Srhnnl 



Instructo r Jean Bobo 



TAS K Solve problems with the .kO- key elec- Phone Numbe r (716) 483-4384 
tronic calculator involving the memory function 

1979- 1980 Task i 06-02-^02 ^ ISSOE Regio n 13 , 

1980- 1981 Task # V-TECS Number 



MATERIALS BEST SUITED FOR : 

Individual Instruction 

^Group Instruction 

INSTRUCTIONAL LEVEL(S) : 

^Introductory 

Basic 

Advanced ^ 



GRADE: 



_Handicapped (Describe)_ 
Other (Describe) 



ABILITY: 



10 
11 
12 



Below Average Performance 



^Average Performance 



MATERIALS USED ; 
X Textbook 



X Workbook 



-Above 'Average Performance 



X Other Printed Material (Describe)Pre-Post Tests 



_Audio Visual Material (•Describe)^ 
Simulations /Demonstrations 



Other (Equipment, Supplies, Etc.). 



Title: ^ 


♦ ^ • 

Electronic Displfly nalmlat^or rniirs*^ 






Author (s) : 


Pasewark 


EdltioiL 


Copyright Date 



Publisher; Southwestern 



Cost $5>16/3>87 



Pages* used:_ ^ 

COMMENTS : Content_ 
Clarity^ 



Organization ' 



Readability^ 



Illustrations 



_Length_ 



30 jobs 



Motivational (Qualities ^ 

Includes: ^' I Student Directions ^ Quizzets ^ ^Teacher Ajjds 



ISSOE MATERIALS -REPORTING FORM 



CO^SSE Business Office 



UjjIT Adding & Calculating Machines 
MODULE .Calculating 'Machines 



School Name and Address Jamestown High School 



Instructor * 



Jean Bobo - 



'TAS K Solv^ problems w/ 10-key ele ctronic Phone Numbe r (716) 483-4384 
calculator, involving memory^ function 



1979-1980 Task # 06-02-02 



ISSOE Regio n 13 



198CH981 Task^ # 



V-TECS number 



ma1:erials best- suited for ; . 

3C 'individual Instruction 



X ^ G roup Instruction 

instructional level (S) ; 

Introductory 

^Basic 

Advanced 



JIandicapped (Describe)_ 
Other (Describe) 



gRADE: 

11 

12 



ABILITY : 



Pelow Average Performance 
^Averdge Performance 
Above "^Average Performance^ 



MATERIALS USED ; 
^ T extbook 



Workbook 



Other Printed Material ^CDe^cribe)^ 



Audio Visual'Material (Describe)_ 
S imula t ions /Demon s tra t ions 



^Other (Equipment, Supplies', Etc*), 



Title ; Hoy to Use Adding and Calculating Machines 



Author(s) ; Walker, Roach > Hanna 



Edition 4th Copyrigtit Date 1979 



Publisher ; Gregg - I^cGraw Hill 



_Cos t ■ $8.56/6.42 



Pages used: 



COMMENTS: Content 



Organ ization_ 



Clarity_ 



Readabllity_ 



Illustrations 



_Lengtb_ 



224 pagfifi 



Motivational Qualities 

Includes: x Student Directions Q uizzes jc ^Teacher Aids 



Teacher Comments i 



ISSOE MATERlkLS REPORTING^ FORM 
^CODRS Er Business Office ScKool Name and Addres s Jamestown High School 
UN^r Adding & Calculating Machines , ^ 



MODUtE ' Calculating Machines Instructor Jean Bobo 



TASK Solve problem^ using the 10- key Phone Numbe r'^ (716) 483-4384 

electronic calculator, involving sensory. function 



, 1979-1980 Task t 06-02-02^ ISSOE Region 13_ 



1980-1^81 Task # ^ _V-TECS Number_ 

MATERIALS BEST SUITED FOR ; , • - ' 

Individual 'Instruction Handicapped (Descri^ier/_ 



Group Instruction ' Other (Describe)_ 



INSTRUCTIONAL LEVEL (S ) : • GRADE ; ABILITY ;, 

InWoductory 10 ' ^Below Average Performance 

flasic " 11 ^Average Performance* 

Advanced 12 ^Above Average Performance 



JMATERIALS USEb ; • , , . 

X. Textbook ^ Workbook . O ther .Printed Material (Describe)_ 



^Audio Visual Material (Describe )_ 
^Simulations/Dem^jstrations 



J)ther. (E(}uipment,' Supplies, Etc,'), 



« 



Title ; Electronic Calculator 



"Author(s) : Factor ' . E dition ^Copyright Date 1976 



^ 4« Publisher; Fearon- Pitman Publishing Comy&nv . [ .Cost $4>2Q/3*15 

Pages used;.^ ' c 



COMMENTS ; ".Content ^' f ^* '^ O irganiza.tion, 



Clarit y J ^ Readability: 

at ions x 
ionil Qualdties** 



Illustrations mj' x - ' ' l lngt b, ' lf2, J 



*\ MotiVatiqiwa Q^.^J^^ 
• Includes^ xi[ Student%f)irectipfts t juizAes . f T eacher Aids 

N ■■ ■ -. - : 



Teacher Comments, ^ 

' • — ^ H*r 



^ ' 



COURS E Business Offlcg 
UNI T Adding* & Calculating Machln Bs 
'a modul e Calculating Machines 



ISSOE MATERIALS REPORTING FORM ^ . " 

, Schodl *Kame and Addresg Mt, Vernon H.S, 



' Instructor Irene Schlndler 



TAS K Solve prgblems usln& the 10- key elec- Phone Numbe r (9^^ 668-6580 

tronlc calculator, involving the memory function 
1979-1980 Task // 06-O2-p;2, ' ISSOE Region ,3S • 



1980-:L981 Task # 



MATERIAES BEST SUITED FOR s • 
,x Individual Instruction 
x^^Q roupb Instruction 

INSTRUCTIONAL LEVEL ( S) ; ' ^ 

Introductory ^ - 

2^Baslc ^ 

Advanced 



GRAgE: 

10 

V 11 



V-TECS Number^ 

_Handlcapped (Descrlbe)_ 
_Other (Descrlbe)^^ 



ABILITY: 



^Belqw Average Performance 




^Average Perfotm^nce 



12 



_Above'' Average Performance 



MATERIALS USED: 



- Workbpok 



X Textbook _ 

Audl& Vlsijal Material (Deserlbe)_ 



jOther Printed Material (Describe) 



Simulations /Demons trationsj 



^ -Other (Equipment, ^upplies, Et<?.5_ 



Title: 
Author* 



Of fice> Machines Course- 



Cornelia, Pasewark. . 



Publisher :;>v 



Southwestern 



Edition 5 C opyright Date 1979 
' Cosx ^^h.Ul 



Viges used: pp. 35-42. 
j:OMMEaTS t Conten t Excellent 



Organization Excellenj: 



Clar 1 t y u» Sa t i s f ac tory 



Readabilit y* Appropriate .for* 11-12 



Illustrations Appropriate^ , ■ L engt h ^Appropriate 
Motivational Qualities Good variety; realistic problems/ > 



/ Includes: x Student Directions x Q uizzes ^ x ..T eacher Aids 



Teacher Conmients: Very good^^^complete macRines course. Spj^ral back book 



can -be' 



!' used for >2/3 yearg if answers ay put on separat^ 



A- 



answer sheets or tapes are collected. 



62' 



■68. 



ISSOE MATERIALS' REPOiWING FORM. . , 

COURSE Busine ss Office , . School N4me and "^Address J^estovn High School 

*1 ' UNIT Adding & Calculating Machines 



"^MODULE Calculating Macjiines : Inst^fcto r " J^^^ Bobo. 



XASK^^^ive problems: u^ing the 10-^key , , ^ Phone Numbe r ' (716) 483-4384 



electronic calculator, involving the memory function \ 
1979-1980 Task It 06-06^02 > ' ISSQE Regio n 13 



1980-1981 Task # Vr-TECS Number^ 



MAT ERIALS BEST^ SUITED FOR : 

^ Individual Instruct^ion-- , Handicapped (Describe)_ 

^Group Instruction ^Other (Descri^^) 



tliSTRUCTIOm LEVEL(S) : . GRADE ; ABILITY : . ^ ^ . 

introductory 10' 0 ' Below Average Performance 

Basic i ' * .11 ^ ' . A verage Performance / 

-Advanced ^ v , _____ 12' ^ 1, Above ^Average Performance 



--'MATERIALS USEDr ... 



X Textbook " x Worjcbook . .x- . O ther Printed Material (Describe) Pre-Post Tests 



_Audio Visual Material (Describe) ^ 

^Simulations /Demonstration s . C 



_Ot}i^r (Equipment, Supplies, EtcQ ^~ 



Title; Electronic and ftechanical Prfntine Calculator Course 




* Author (s); -SPasewkrk ' . ^ , E dition ^Copyright Date_ 



• • Publisher: "Southwestern ' - ' Cost $5.16/$3.87 



Page^ used: 

c6mMBNTS : Content ' > ;_0rganization_ 

Clarit y ' - . \ .R eadability 



Illustrat'len s ^ . . . L enfeth 30 Jobs 

Motivational Qualitie s • ^ * 



Includes:* Student '^Directiona ^ y ' Q uizzes T eacher Aids 



ISSOE MATERIALS REPORTING JOBM 



COURS E Business Office 

•^UNIT Adding h Calculating Machines 
MODULE' Calculating Machines 



Schoor 



and Address Jamestown High School 



Instructor 



•Jean Bobo 



TAS K ^Q^^^ problems using the 10- key p^one Numb^e r (716) 483-4384 

eleccronic calculator, involving the memory function ^ 
197.9-1980 Task i ? 06-02-02 ■ ISSOg Regio n 13 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; ^ 

^ Individual Instruction 

Group Instruction 



INSTRUCTIONAL LE V.EL ( S ) : 

J ^In trod ucto ry 

' B asic ' 
^Advanced 

MATERIALS USED: 



GRADE: 



^Handicapped (Describe] 
Qther (Describe) 



ABILITY: 



10 
11 
12 



Eelow Average-^E^formance 



^Average Performance 
_Above Average Performance 



\ X -TexEbcTok 



Workbook 



Other Printed Material (Describe) Pre-Post tests 



Audio Visual Material (Describe)_ 
Simulations /Demonstrations 



Other (Equipment, Supplies, Etc.)_ 



Title : . Electronic and Mechanical Printing Calculator (^ourge 



Author Cs) : Pasewark 



Edition 



Publisher : Southwestern 



Copyright Date_ 



Cost $5.16/3.87 



Pages used:_ 



COMMENTS: Content 



J)rganization_ 



Qlarity^ 



Readabili^y_ 



Illustration§_ 



Lengt h 30 jobs 



Motivational Qualitie§_ 



includes: . ^ Student Directions x Q uizzes 



X Teacher Aids 



m 

Teacher Comments; 







































■ a 





ERIC 



64 



70 



ISSOE MATERIALS REPORTING FORM 

e 

COURSE. Business Of f ice School. Name and Addres s Mt> Vernon H.S* 



UNIT Adding & Calcula^^fng Machi nes 
MODULE Calculating Machines 



Instructor Irene Schindler 



TASK Solve problems using the te n-key elec-Phone Numbe r (914) 668-6580 
tronic calculator, involving the memory function 

1979- 1980 Task // 06-02-02 ISSOE Regio n 3S 

1980- 1981 Task # ' . V-TECS Number . 



MATERIALS BEST SUITED FOR ; 
X' Individual Instruction 
X G roup Instruction 

INSTRUCTIONAL LEVEL (S) ; . 

Introductory 

X B asic 
Advanced 



_Handicapped (Describe)_ 
^Other (fie^cxibe) 



7 



GRADE ; 
10 ^ 



ABILITY; 



Below Average .Performance 



12 



X 'A verage Performance 

Above Average Performance 



MATERIALS USED ; 
X Textbook 



Wotkb 



ook 



Other Printed Material (Describe) 



Audio Visual Material (Describe) Testing material has pretest on arithmatic funda- 
Simulations /Demonstrations ' mentals and a final test for each calculating 



Other (Equipment, Supplies, Etc.) machine covered 



Title: 



How to Use Adding and Calculating Machines 



Author (s) : 
Publisher: 



Walker/ Roach, Hanna 



Gregg/McGraw Hill 



Editio n 4 C opyright Date 1979 
Cost .$8.56 



Pages used: ' 18-123 



^ COMMENTS ; Conten t Complete 



Good 



Clarity Good 



, Organization 

Readabilit y Appropriate for averagell-12 

Satisfactory 



_Length_ 



Illustration s Satisfactory 

Mot'ivational Qualitie s ' Timed progress check-good motivational' device 
Includes: x Student Directions x Quizzes x T eacher Aids 



COURSE Business Office 



UNIX Adding & Calcutating Machine s 
MODULE Calculating Machines 



ISSOE MATERIALS REPORTING FORM • 

School Name and Address. Jamestown High School 



Instructor 



Jean Bobo 



TASK Solve problems w/ 10-key electronic Phone Numbe r (716) 483-43g4 

calculator, involving constant function 
1979-1980 Task // 



ISSOE Regio n 13 



1980-1981 Task # 



V-TECS Number 



1 



MATERIALS BEST SUITED FOR : 

Individual Instruction 

^Groiip Instruction 

INSTRUCTIONAL LEVEL (S) ; 

Introductory 

Basic 



andicapped (Describe) 



Other (Describe) 



Advanced 



GRADE : 

10 

11 

_>12 



ABILITY ; 



Below Average Performance, 



Average Performance 



Above Average Performance 



MATERIALS USED ; 
X Textbook 



^x Workbook 



X Other Printed Material (Describe) Pre-POst Tests 



Audio Visual Material (Describe)_ 
S imul a t ion s / Demon s t r a t ions 



Other (Equipment^ Supplies, Etc.) 



, Electronic sand Mechani^cal Printing Calculator Course 



Author (^) : 



Pasewark 



Publisher; Southwestern 



Pages used.: 



COMMENTS: Content 



Clarit"y_ 



Illustrations 



Edition 



Copyright Date_ 



_Cos t $5.16/3.87 



Organization^ 



_Readability_ 



_Length_ 



30 jobs. 



Motivational Qualitfiesj^^ . 

Includes: x Student Directions x Q uizzes * x t eacher Aids' 



Teacher Comments: 



-> — r 



ERIC 



66 



'72 



^COURSE. 

UNIT 



Business Office 



ISSOE MATERIALS REPORTING FORM 

^ School Name and Address jampgf^^"^ "^g^ Qn^r^r^i 



Adding & CalguJafing Mac hine s 
MODUL E Calculating Machines 



Instructo r Jean Robo 



TAS K Solve problems with the lO- key elec- Phone Numbe r (716^ 

Dronic calculator involving the constant function 
1979-1980 Task it nft.n7,n'^ ISSOE Regio n 13 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; ^ 

^ Individual Instruction 

Group Instruction 



Handicapped (Describe)^ 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) 

^^Introductory 

' Basic 



GRADE: 



ABILITY: 



Advanced 



10 
11 
12 



Below- Average Performance 



Average .Performance 
Above Average Pe^rf ormance 



MATEBjIALS USED : 
X Textbook 



Workbook 



Audio Visual Material (Describe) 
Simulations /Demonstrations 



X ^Other Printed 'Material (Describe) Pre-Post Tests 

achievement tests 



Other (Equipment, Supplies ,* Etc, )_ 



Title: 



Electronic Displa y ^a^r^l^a^nr Pnnrgp 



Author(s) ; Pasevark 



Publisher: Southwestern 



Pages used: 

COMMENTS: Content 



, ' Clarity 



Illustrations 



Edition 



Motivational Qualitie s ; 

Includes: x Student Directions 

V ■ . . 

Teacher Comments: 



Organizatio riiy^ 



Readability_ 



Length 



Copyright Date 
Cost $5,16/3,87 



X Quizzees 



Teache 



r\i( 



ds 



7 



ISSOE MATERIALS REPORTING FORM 



COURS E Business Office 



School Name and Address 



UNI T Adding & Calculating Machine s 
MODUL E Calculating Machines 



Jamestown High Scl^Qol j 



XT" 



Instruc tor Jean- Bobo 



TASK Solve problems wl'th the 10-key elec- Phone Numbe r (716) 483-4384\ 



tronic calculator invcfiving the*constant function 
1979-1980 Task-// 06-02-^0-; ' ISSOE Regio n 13 



I980rl98l T^sk 0_ 



V~TECS Number 



MATERIALS BEST SUITED FOR> 
Individual Ins t rue t ion 



G roup Instr^iction 

INSTRUCTIONAL LEVEL(S) : 

J ^Introductory 

^Basic 

^ ^Advanced 

MATERIALS USED: 



JHandicapped (Describe^, 
Other (Describe)_^ 



GRADE ; 

' 10 

11 

12 



ABILITY: 



_Below, Average Performance 
jAverage Performance 
-Abov^ Average Performance 



^ Textbook 



' Workbook 



\)ther Printed Material (Descrite)_ 



• Audio Visual Material (Describe)_ 
S imula t ipns /Demons t r a t ions 



_Other (Equipment, Supplies, Etc,)_ 



Title : Solvine Busineas Problems on the Electr prn'r ralriilafrir . 

Author (s>: j;.mPQ MPPh^^n ^nH AM.n n^nv^ E dition Copyright Date 1967 



Publisher: \Gregfe/McGraw Hill 



Pages used : 

COMMENTS : Content^ 
w Clarity 



Illustrations 



Motivational Qualities 



Cost $7,44/5.58 



^0 r gan iz a t i on_ 
Readability 



Lengt h 256 Pages - 



Includes : 



Student Directions 



Quizzes 



X Teacher Aids 



ICOURSE Business Office 



UNIT Adding & Calculatln&..Machln es 
MODULE Calculating Machines 



ISSOE MATERIALS REPORTING FORM 

School Namte and Addres s ' Jamestovn Htgh-Srhool 



Instructor 



Jean Bobo 



XASK Solve problems with the 10- key elec- Phone Numbe r (716) 483-4384 

tronic calculator involving the constant function " - 
1979-1980 Task # 06-02-03 ^ ' ISSOE Regio n 13 ' 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
Individual Instruction 



^ G roup Instru^ion 

INSTRUCTIONAL LEVEC(S) ; 

Introductory 

^Basic 

^Ad van c e<h^-.__ 

MATERIALS USED: • 



^ Handicapped (Describe)^ 

^Other (Describe) 



GRADE: 



ABILITY : 



10 
11 
12 



Below Average Performance 
^Average Performance' 
Above Average Performance 



X Textbook 



Workbook 



Other Printed Material (Describe)_ 



_Audio Visual Material (Describe)^ 
Simulations /Demonstrations ^ 



_Other (Equipment,' Supplies, Etc.). 



Title: 



Electronic Calculator 



Author (s) ; Pactor 



Edition 



Publisher; Fearon Pitman Publishing Company 



_Copyright Dat e 1976 



Cos t $4.20/3.15 



Pages used:^ 



COMMENTS: Content 



0rgani2ation_ 



Clarity_ 



Readability 



Illustrations* 



Lengt h 112 pages 



Motivational Qualities^ 



\ 



Teacher Comments: 



Includes: ^ s tudent Directions" J ^Quiz^es 



Teacher Aids 



ERiC 



69 




75 



* COURSE Bu*siness Office 



ISSOE MATERIALS REPORTING FORM " 

School Name and Address Jamestown High School 



4^ 



UNIT Adding & Calculating Machin es 
MODULE Calculating Machines 



Instructor 



Jean Bobo 



TAS K Solve problems using the 10- key \ Pftone Number^ 

electronic calculator involving constant fimction 
1979-1980 Task // 06-02-03 _ iSSOE Region^ 



(716) 483-4384 



13 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; * 
X 'C txdividual Instruction 
X Group Instruction 



Handicapped (Describe) 



INSTRUCTIONAL LEVEL (S) 

Introdufctory 

^Basic 

Ad van qed 



GRADE: 



Other (Describe) 



ABILITY: 



10' 
11 
12 



Below Average Performance 



" Average ^Performance 



Above Average Performance 



.MATERIALS USED ; 
x Textbook 



Workbook 



Other Printed Material (D^scribe)_ 



Audio .Visual Mateirial (Describe) 



^SimulationsyDemonstrations 

Other (Equipment, Supplies; Etc.) 



Tlftlei Adding and Calculating Machines 



Author (s) I Walker. Roach. Hanna 



Publisher: ^ nrpgg - MnCraw wm 



Pages used: 

COMMENTS; Content 



Clarity_ 



Illustrations 



Motivational <§ualities_ 



Editio n 4th Q oy^'right Date 1979 



Cost $8.56/6,42 



Includes ; 



Student Directions 



Jlirgan iza t ion_ 



Readability^ 



_Length_224lBageS_ 



tjuizzes 



X Teacher Aids 



Teacher Comments; 



EKLC 



70 



•mr. 



76 



ISSOE* MATERIALS REPOI^INfe FORM 
^COURS E Business Office School Name-and Address^ 



H^. Vprnnn H.R. 



ONIT Adding & Calculating Machin es 
MODUL E Calculating Machines 



Ins true t O r- Tr^ne <;rhlnd1pr 



TASK Solve problems using the ten -key pi ap- Phone Mumber 668-6580 

tronic calculator, involving the constant function 
1979-1980 Task ii^ 06-02-03 ISSOE Region 3S 



1980-19fil Task # 



V-TECS Ntunber 



MATERIALS BEST SUITED FOR : 
X Individual Instruction 
X G roup Instruction 

INSTRUCTIONAL LEVEL (S) ; 
' I ntroductory 
V Basic 



Handicapped (Describe 
Other (Describe) 



GRADE: 



ABILITY: 



Advanced . 



10 
11 
12 



MATERIALS USED : 
y T extbook 



J^orkbopk 



__Belpw Average Performance 
^A^Terage Performance 
^Above "Average Performance 



f Other Printed Material (D<4scribe)_ 



Audio Visual Material (Describe) 

S imula t ions /Demons trations 

OtJher (Equipment, Supplies'^&e.)^ 



Title HOV to Use Adding an^.. Hal rnlat-tng Marh-tnp 
Author (s) : Walker > Roarh, Hanna . . 



Edition 



Publisher; Gregg/McGiraw Hill 



Pages used: 31-39 

COMMENTS ; Content anad 



_Copyright Date iq7Q 
Cos t S8',^6 



Clarit y Good 



I llus tration s Good 



Otgmization c;a^•{Qf an^r^ry 

_Readab i 1 i t v App rnpriatP 

J.ength_ -ga^^ gfar trnrv 



Motivational jQuali tie s ' Timed progress checks are -^^onular motivators 
Incites: x Stud'ent Directions _x ^Quizzes Teacher Aids 



Teacher Comment at : 



ERIC 



71 



77 



ISSOE MATERIALS REPORTING FORM 



COURS E Business Office f^^- 

UNIT Adding & Calculating Machines 
* * I 



School Name and Address Mt> Vernon H.S> 



MODULE 



Calculating Machines , 



Instructor 



Irene Schlndler 



tronic calculator, involving the cQnstant function 
1979-1980 Task # 06-02-03 ISSOE Region 3S 






1980-1981 Task # 


^ V-TECS Number 






•MATERIALS BEST SUITED* FOR: . 








X Individual Instruction 


Handicapped (Describe) V - - 







X G roup Instruction 

INSTRUCTIONAL LEVEL (S) : 

^Introductory 

X B asic 
. A dvanced- , 

MATERtALS-USED ; 
X Textbook 



Other (Describe) 



GRADE ; 

10 

X dl 
X 12 



Workbook 



Jludio Visual Material (Describe)^ 
S imul a t ions /Demdn s t r a 1 1 on s * 



Other (Equipment, Supplies, Etc.*)^ 



ABILITY: 



/ 



Below Average Performance 



X A verage Performance 
^Abovfe Average Performance 

t ■ 



Other Printed Material (Describe) 



Title: 



Office Machines Courge' 



AuthorCs): Cornelia, Pasewark, 

Publisher : Southwestern 

Pages ^used: 17->2n ^ SS^Sfi 
COMMENTS: C ontent Exffillpnf 



Clarit y Fvrpnpnf 



Edition 



_5 ^Copyright Date iq7q 

Cost 



_Organizatton EKaVllcnt 



Illustrations Appropriate ^ 

^ Motivat'ional Oualitiea Realistic problems 

Includes : ^ Student Directions - »x Q uizzes 



_Re adab ilit Y Appropriate for 11-12 
Lengt h / Satisfactory 



Teacher Comments: 



X -Teacher Aids 



T~t 

/ 

BOURSE Busines's' Of fice School Name^and Mdres s Mt^ Vernon H.S. 



ISSOE MATERIALS REPORTING FeSM- 



-f- 



m^X T Financial and Recordkeepin g Systems 

/ 

MODUL E Petty ^€ash Fund ^ , 

? 

TASK Establish a^petty cash fund 

1979- 1980 i£ask i 07-01-01 ^ ' 

1980- 1981 Task i . 



Instructor. Irene Schindler 



Phone Number (914) 668-6580 



ISSOE Regio n 3S, 



V-TEC& Number 



MATERI^S BEST SUITED FOR ; 

X individual Instruction ^' Handicapped (Describe)^ 

Other (Describe) 



^^^G roup Instruction 



I^TRUCTIONAL LEVEL ( S ) ; 

/ Introductory 

Basic 



' GRADE: 
'10 



ABILITY: 



feelow Average Performance 



Advanced 



11 
12 



jj Average Performance 

Above Ave'rage Performance 



MATERIALS USED : 
X Textbook 



Workbook 



Audio Visual Mat^eri^l (Degcribe)^ 



jDther Printed 'Material (Describe)_ 



Simulations /Demonstrations^ 



' Oth^r (Equipment, Supplies, Etc.). 



Title: 



Secretarial Office Procedures 



Author (s) : 
Publisher: 



Ollverio^ and Pasewark 



Southwestern 



Editio n 9 C opyright Date . 1978 
Cost $9.39 



*' Pa^es used; 557-559 



COMMENTS : Content Brief trpatrment 

^ * Clarity <;Af-rgfar.torv \ — ^ 

Illustration s (^.lear/qppropriate" 

Motivational Qualities_ ' 

Includes: Student Directions 



inciuc 
Teaq^^^ C^omnknts : 



Organizatio n Sa^^f^fac■torv' 

Readfability Apprnprlate for 11/12 
Lengt h brief , 



Quizzes 



X Teacher Aids 



ERLC 



73 



79 



--.COURSE 



ISSOE MATERIALS REPORTING FORM " 
Business Office -School- Name and Address Mt. Vernon H.S. 



mjfXX Financial and. Recordkeeping Systems 
MODUL E Petty cash fund ^ . 

TASK " Esta^blish a petty cash fund 



Instructor Irene Schindler 



Phone Number (91^) 668-6580 



IN^TRUCTI0NAlr4.EVEL( S) 
_-_Introductory ' 



GRADE ; 
X 10 



X Basic 
Advanced 



X 11 
12 



ABILITY: ;: , - 

X B e low Average Performance 
X" Average Performance 
^Ab.Qife/ Average Performance 



MATERIALS USED ; 
X Textbook 



Workbook 



^ \Other Printed Material (Describe) 



j^Audio Visual Mater i'al (Describe )_ 
Simulations /Demonstrations 



Other (Equipment, Supplies , 'Etc . )_ 



1975-1980 Task // 07-01-01 


ISSOE Region 3S 


• • 

"—r^ — 






1980-1981 Task # 


V-TECS Number* 


i * — * 






MATERIALS' BEST SUITED FOR: 
Individual Instruction 


Handicapped (Describe') 


< 






X Group Itis traction 


Other (Describe) ^ , 


. ^ 







Tit ie : Practical Recordkeeping fojurse I (Not available, untj^^winter of 1981^ 



Author (s) ; Baron, Steinfeld, Schultheis 
Publisher: Southwestern 



Edition 5 ^Copyright Date 1979 



Cos t $9 . 60 



Pages used:_ 



COMMENTS: Content 



Clarity_ 



Illustrations 



Motivational Qualities 
^ Includes : 



Student D-irections 



Organ i2ation_ 



^ ^ Readability_ 



Length__ 



Quizzes 



Teacher Aids. 



Teacher Comments 



ERIC - 



74 



SO 



ISSOE MATERIALS REPORTING FORM ' 

^^OURS E Business Office School Maine and -Address Mt> Vernon H.S.» 

UNI T FlnaiTcfifal & Recordkeep£iTg S ystems . ^ 



Instructor 



Irene Schlndler 



~ —MODUL E Petty cash fund 

TAS K Maintain & operate a petty cashS^md^^^^^^ Nutobe r - (914) 668-6580 

1979- 1980 Task // 07-01-02 ISSOE Region 3S' . 

1980- 1981 Task i ' V-TECS NumbQ. r 



j -^ MATERIALS BEST SUITED FOR r 
Individual Instruction 



X d toup Instruction 

INSTRUCTIONAL LE^L(S) ; 
J Introductory 



^Handicapped (Describe)^ 
Other (Describe) 



GRADE: 



10 



Basic 



Advanced 



X 11 
12 



ABILITY : 

B elow Average Perf brmar^e 
X A verage Performance 
* A bove Average Performance 



MATERIALS USED ; 
X T ^tbook 



Workbook 



Other Printed Material (Describe)_ 



_Audio Visual Material (Describe}_ 
S imula t ions /Demons tra t ions j 



O ther (Equipmeftt: , Supplies E^tc » ) 
Tttle ; ^. ^ Accounting 10M2 i 



Author(s'); ^ Weaver. Hanna\Freemaii> Browser > Smiley E ditio n 3 C opyright Date 1977 



> Publisher; , Gre^g/McGraw>Hill / 



Cost $9.57 



Pkges used; 145t148 



/ 



COMMENTS ; Con^t en t Clear/fcomplete > Organ iz a t ion Good 

^^rit y good exjamples including flow R eadability 

' ^ chart of petty cash s^^tem <; 
Illustrations J Length 



Motivational Qtialitie3_; 

Includes; * ' x Student* Direct ions 



Quizzes 



X Teacher Aids 



/ ^'Teacher Comments 



V 



75 



issoE materiaeS reporting form 



Business Office 



COURSE, . 

UNIT Financial & Recordkeeping- Systems 



School i?ailie and Address Mt. Vernon H.S. 



X G roup Instruction 

INSTRUCTIONAL LEVEL (S) : 
^^I ntroductory 
tX B asic 
^dVanced 



Other (Describe) 



GRADE : 
X 10 



12 



MATERIALS USED :^ 
X Textbook 



X Workbook 



& X A verage Performance 
Above Average Performance' 

Other Printed Material (Describe) • 



Audio Visual Material (Describe) 
Simulations/Demonstrations 



Title 



Other (Equipment, Supplies,- Etc.)_ 
. General Recordkp^ing ^ 



Author(s) : Huffma p and SfPwarf 



Publisher : Gregg/McGraw Hill 



Editio n 7 C opyright- Date 1976 
, ■ , Cos t $9.57 



Pages used: pp. 200-208 
COMMENTS : Content Very, good"* 



Organizatio n Good 



Clarit y Good 



Illustrations Numerous /Appropriate L ength 
Motivational Qualities " 



Rftdabilit y Appropriate for 10-11 



Includes: x Student Directions x Q uizzes 



jc Teacher A'idq 



Teacher Comments: 



MODULE Petty cash fund 


Instructor Irene 


Schindler \ ' ^ . 


TASK * ^laintain, & operate a 


petty qash f und phpne Number (914) 


66?-6580 ^ ^ . ^ 


1979-1980. Task // = 07-01-02 


.ISSOE Region "^s 




1980-1981 Task if 


V-TECS Number 


V 


MATERIALS BEST SUITED FOR: 
Individual Instruction^ 


itindicapped (Describe) 


. w 



ABILITY : ^ 

X B elow 'Average Performance 



ERIC 



76 



S2 





\ 






4 
/ 














~. — - ■ ■ 




•v. 












9 



ISSOE MATERIALS REPOKCING " FORM , 



PURSE Business Officrg 



School Name and Address Mt. Vernon H.S. 



' URi y Financial &. RecbWkeeplng S ystems 

■ i MODULE ^ Petty cash^und 

'tAS Kv .Replenish the petty cash fu nd 
... ^ ; ^ . 

; ■ i979-i:98Q- Task # ,07-01-03 •' • 
. • 1980-1981 Task # 



Instructo r Irene Sjohindler 
Phone Numbe r (914) 668-6580 



ISSOB Regio n 38 



-rr 



V-TECS Number 



^MATERIALS sfeST SUITED' FO^ ';;s 

Individual Instruction Handicapped (Describe)_ 

' ^ G roup?^ Ins true t?ofi \ - 



Other (Desctibe) 



INSTRUCTIONAL LEVEL (S) 
V Introductory 
^ * X B asifc 

■» 

Advanced 

^" MATERIALS USED ; 
x' Textbook ' 



GRADE ; 
5c 10 
X 11 
12 



ABILITY; 



■ Below Average Performance 



X A verage Performance 
Above Average "^Performance 



JWorkbo^k . 



Audio Visual Material (Describe) 
SimulatijLons5^Demonstrations_J_ 



jOther Pf,inted' Material (Describe)^ 



O ther (jEquipment, Supplier, Etc/) S • / 



Bookkeeping and Accountilfig' 



TitU: 

.Ai^hor(s) ; Mo|cris ^Miller and JaAis 
Publisher ;, IP^aron-Pitman 



■Editio n 2 C opyright JDate , 1973 
- Cost <^Q7 , 



Pages used;. AS7-A7t 'j^ 

CO!^NTS : Cdntent rmrTpl^t-fi \ 



_ar ganiz a tion -v^ry gnnH 



Clarit y Hood ' R eadabilit y^ Appfopr ^a^P fHr gr^Hp Ipvel 

Illustrations NumerouisVin color / , L ength J Sflfld vr. * 



Motiyatiional jQualit'iea Attractiv^; plenty of activities; 

Includes; x^ j Student Directions x ..Q uizzes' • teachjer Aids 



COURSE Business Office 



ISSOE MATERIALS REPORTING FORM 

School Name and Address> 80CES South Center 



MODULE Payroll Procedures 


Instructor 


Shortehcarier 


*, 


TASK ^ Det^ifeiine Gross Earnings 


Phone Number 




.• . 


1979-1980 Task # 07-02-01 


ISSOE Region 13 


-> 




1980-1981 Task # ' 


V-TECS^ Nuiaber ' ^ 






HATERl*ALS BEST SUITED FOR: 
-X Individual Instruction 


* 

Handicapped (Describe) 







X G roup Inst rue t ion 

INSTRUCTI ON AL LEVEL ( S ) ; 

Introductory 

X B asic 
^Adv^nced 

MATERIALS USED: 



GRADE: 



Other (Describe) 



ABILITY: 



X Textbook 




Below Average Performance 



X A verage Performance 

Above Average Performance 



Workbook 



jj ^Other Printed Material" (Describe)_ 



Audio Visual. Material (Desc^be) 



X STimulation's/Demonstrations /Clerical Payroll Procedures /Village Oarde n Center t>egboard 

- Other _ (Equipment, ^ Supplies^ Etc . )_: ; \ \ i 



Century 21 Accounting 



Author (s) : poynton. Svansonl Ross, Hanson 
Publisher: ^.Southwestern ' 



Editio n 2nd C opyright Date iq77 1 
Cos t $10.17 !L. 



' Pages used: 379-418 
COMMENTS: Content 



Workbook cost$ 5.46 



J_0rgani2atio n . 



Clarity 



_Reada^ility_ 



Illustrations 



_Length_ 



Motivational Qualitie s t 

> Includes: ' Student Directions Quizzes ^Teacher^ids 



I.. 19/9; 



_* Teacher Comffl^nts.: _*cler'ical Payroll Prgcedurpa f text /workbook ) . gth^ed. 

♦ by Southwes4:ern at $3.24 is probably the best s imulation.* 



published. 



4 Village/Garden Center Pegboard Payroll System (simulation) by 
'Southwestern at°$5.73 is another good one. 



ERLC: 



78* 



84 



ISS.OE MATERIALS REPORTING FORM 



kCQURSE Business Office 



School Name. and. Address ' Mt. Vernon H.S. 



DNI T Financial & Recordkeeping Systems - 

- MODUL E Payroll procedures 

TASK . Determine gross earnings , 
1979-1980 Task # 07-0^-01 



1980-1981, Task # 



Jl- 



Instructor Irene Schindlen 



i Phone Numbe ryC914) 668-6580 



ISSOE Regio n 3S' 



V-TECS Number 



MATERIALS ^EST SUITED FOR ; ^ 

• 'individual Instruction 

"X G jTQup Instruction . 

' INSTRUCTIONAL . LEVEL ( S ) ; 

Introductory 

X B asic 
-1^ Advanced 



Jlaniicapped (Describe)_ 



GRADE ; 
X 10 



^Other ![Describe)_ 



12 



MATEblALS USED ; 7* 



X Textbook 



Workbook 



ABILITY: 

^ B elow Average Performance 
,x A verage Performance 

A bove Average Performance 

-4 

- % 

Other Printed Material (Describe) 



Audio Visual Material (ne^^«^ibe)_^ 



_^S imula t ion s /Demons t ra t i ons^ 

Other (E(juipment, Supplies, Etc.)_ 



Title: ^ 



Applied Business fiathematics 



airbankfi 



Southwestern 



Author.(s) : \ 

Publisher; ' 

.•Pages used: 369-373 

COMMENTS: Content Gooti 



Fairbanks and Schulthesis 



Editibn 



Clarity^ 



Good 



_0rgani2at*ion_ 
Readability^ 



Illustrations Numert>us/in color 



_Length_ 



Copyright Dat e 1980 



' Cost ^$9,5^ 



Appropriate 



Satisfactory, 



^-t^ < . . Motivational Qualities - Plenty of student activities ' 

* - -r ' * ~ ' ~ 

• ' ' Includes: ^ Student Directions ' Quizzes Teacher Aids 



ISSOE MATERIALS REPORTING FORM 



BOURS E Business Office 



UNI T Financial & Recordkeeping Sy s te 
MODUL E Payroll procedures - 
TAS K Deterhine gross earnings 
1979-1980 Task ,1f 07-02-01 
1980rl9«l Task # ♦ 



School Name and Address Mt, Vernon H>S« 




Instructor , Irene Schindler 



Phone Number (91A) 668-6580 



ISSOE Region .3S 



V-TECS Numfeer 



MATERIALS BEST SUITED FOR : 

Individual Instruction 
^Group Instruction 



Handicapped (Describe)_ 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) 
^Introductory 



GRADE: 



^ Basic ' 

Advanced 



10 
11 
12 



MATERIALS USED : 
X Textbook 



Workbook 



_Audi6 Visual Material (Describe)^ 



^S imu\a t ion s/ Demon s t r a ti on s ^ 



_Other CEquipment, Supplies » Etc,)_ 



ABILITY : 

* B elow Average Performance 
X A verage Performance 
^Above Average, Performance 



Ot^er Printed Material (Describe) 



Title: 



Business Mat hematics 



Author (a) : Rosenberg, Lewis, Poe 

Publisher : Gregg/McGray Hill 
Pages- used: 163-192 , \0 
COMMENTS: Ccjhtent Good > 



.Editio n 8 ' C opyri-ght Date 1975 
Cogt $9*24 




Organizatio n . Satisfectory 



>arit y Good 



I Readab il i t y> , Appropriate, for 10th grade 

Illu^ t ra t ions many as some L en §t h ^ 



Motivational Qualities 



Aicludes : 


^ Student Directions 


^ Quizzes 


^ Tea^cher Aids ' 






Teacher Comments i 








/ 


* 








• 


f 


r 




• • 














• 0 


- ^ 

• 

♦ 


D 

* • 






_J» • • ' 






4 f 





. 80 



86 



ISSOE MATERIALS REPORTING FORM 

:ODRS E Business Office ^ /' ^ School Name and Addres s Mt> Vernon H>S. 

ONIT 'Financial & Recordkeeping Systems « . 



MODULE Payroll ptocedure^ Instructor Irene Schindler 



TASK Determine gross pay > - Phone Number (914) 668-6580 



1979-1980 T^sk // 07-02-0;^ ISSOE Regio n. 3S 



1980-1981 Task # - V-TECS Number_ 

MATERIALS BEST SUITED FOR ; — s • 

X Individual Instruction ' Handicapped (Describe'), 

X Group Instruction jOther (Desprlbe) 



INSTRUCTIONAL LEVEt(S) ; GRADE ; ' * • , ABILITY : 

/ Introductory , x 10 ^ " * x B elow Average Performance 

X Basic * 11 ' Average Performance 



' Advanced 12 Above Average Performance 



MATERIALS; USED ; ' ^ 

Text-Workbook Combination ^ , . „ , , „ ^ , /T^ \ 
X Textbook ^ WorWjook Other Printed Material (Describe) 



Audio Visual Material (Describe) 



• Slmulatlons/J)emonstratlons 



J)ther (Sfluipment, Suppll^es, Etc.)_ 



. ■/ 

Title: Business Mathematics for the Consumer 



Author(s): Guthrie, Selden, and Kajner - Edltd^o n 2nd C dpyrlght Date 1975 

Publisher: Fearon-Pltman / - - C ost $5>22 

Pages uised: 237-244 ^ , ' , • 



COMMENTS : ' Content Adequate O rganisatio n Satisfactory 



• CAarlt y Good * Readabilit y Appropriate for slower learner 

Illustrations Few Length Satisfactory • 

' * ' Motivational Qualities Not very attractive; but utilitarian 

' • ' Includes:. S tudent Directions Q uizzes Teacher Aids - . 

Teacher Comments rnncn maTilA ^^n^^V T^-t ^^ nir^pyy niacc , " . > 




» 

RiC ... . ; 



COURSE Business Office 



ISSOE MATERIALS ^REPORTING FORM 

School Name and Address BOCES^ South Center 



UNIT Financial & Recordkeepfng S ystems 
MODULE Payroll Procedures 



^ ' ;Box 424B Windfall Rd. Glean, NY 



Instructor 



We^therbee/ Shortencarier 



"TAS K ^^^6 deductions for fringe benefits Phone Number_ 
to get gross pay 

1979- 198^Task i t 07-02-0? ' 

1980- X981 Task # 



ISSOE Region 13 ^ 



V-TECS Number 



MATERIALS BEST SUITED 'FOR ; 

\ ^ Individual Instruction 
ft • * 

• ^ G roup Instruction 



INSTRUCTIONAL LEVEL (S> ; 
^Introductory . 

V 

X B ^sic 
Advanced 



MATERIALS USED : 
X* Textbook 



Handicapped (Describe) 



Other (Describe) 



- 10 
X 11., 
12 



i 



ABILITY: 



Below Average Performance 



*~ix Workbook 



3c A verage Performance 
^ Above Average Performance 

X ^Other Printed Material (Describe) 



Audio Visual Material (Describe) 



^ S imula t ions /Demons tr a t ions ^ Ciprical Payrn ll 'Procedures /Vil la 's e C a r da n C a nt e r P e gboard 



Ot):iBT {Equipment i Supplies i Etc.)_ 



r 



Title : ^ Century 21 Arcount 



Author (s); Boynton^ Swanson^ t^ hqQj Hanson 



Publisher: 



Sou Awes tern 



Editio n 2nd C opyright Date V^y? 
C ost $10; 17 



Pages usdd: 3*79-418 



CO^^MENTS : Content_^ 
Clarity- 



Illustrations 



Workbook Cost $ 5.46 

Organization ^ 

\ ^Readability - ^ 

Len gth ; 



Motivational Qualities ' 

'Includes: ^* Student Directions 



jQuizzes 
"ft . ^ 



' 'Teacher Aids 



teacher Comments: ** Clerical Payroll Procedures (text/workbook)^ -8tih ed., 1979, 

published by Southwestern at $3>42^is probably the best; simulation.^ 

Village Garden Center Pegboard Payroll System (simulagion) by 

\ . ' ' Southwestern at $5»73 is another good on^. y ^ 



'82 



• r 

* < 



ISSOE MATERIALS REPORTING FORM- 
BOURS E Business Office ScKool Name and Address 

UNI T t'inancial & Recordkeeping S ystems 

MODUL E PayroHvprocedures , , * Ins true to r Irene Behind ler 



Mt. Vfirnon H,>S, 



TAS K .Make deductions for fringe benefits Phone Numbe r (914) 668-6580 

to get^het pay ~ 
1979-1980 Taskg 07-02-02 ISSOE Region 3S - 



1980;:^1981« Task #_ 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

- • 

Individual Instruction 

X G roup Instruction 

INSJRUCTIONAL LEVEL (S) : 

^Intrpductory 

y B asic 
- Advanced , ' 



GRAgE ; 
X 10 
11 
12 



Jiandicapped (Describe)^ 
jOth^r (Describe) 



ABILITY : 



.TERIALS USED: 



Textbook 



' X Workbook 



^Audio Visual Material CDesiCT^ibe)_ 
S imula t ions /Demons t rations 



Other (Equipment, Supplies, Etc.X_ 



_Below Average Performanc 



icel 

/.. 



X A verage Perform^ce 

A bove Average Perf onnaucj^ 



Other Printed .Material (DeiscriBe)^ 



Title: 



Business Mathep^Mf^Q 



Author (s) ; Rosenberg > Levis; Poe 



Publisher : Gregg/McGraw Hill 



Pages used: ^I'^f^Q 



XOMMENTS ; - Conten t Good 
Clarit y .Good 



Editio n t fl C opyright Date ig?'^ 



Texttlook:$9.24 
^ Workbooki$3.8^ i 



Illustrations Satisfactory 
Motivational. Qualitle a ' Lots of reinforcement 
Includes: x Student Directions x Quizzes 



Organizatio n . cnnr^ 

Readabilit y annt^- far in-n 
Lengt h' 



ADDfopriate^ 



X Teacher Aids- 



ISSOE MATERIALS REPORTING • FORM 



COURS E Business Office 

UttI T Financial & Recordkeeping Sy stems 
HODULe' Payroll procedutes 



'school Name and^ 'Address Mt» Vernon H.S. 



instructor Irene Schin'dler 



T-AS K. '^ake deduction^ for fringe b enef Itg Phone Numbe r > (914)' 668-6580 

/ to get net .pay ^ 
1979-198.0, Tksk ^ ^ . ^7-02-0^'-^ ' . ' ^. 



ISSOE Regio n 3S 



19f0--19Sl Task,. 



MATERIALS BEST SUITED gOR : 

Individual Instruct; Ion 

^ *G roup Instruction > 

INSTRUCTIO^^AL LEVEL<S,) ; 

^Introductory 

X B asic ' 

i 

Advanced 



CS Number 



Handlcappeci (Describe)^ 



Other (Describe) 



GRADE J 



ABILITY: 



X 



'10 



Below Average Performance 



X 11 
12 



X - A verage Performance * , 
; Above Average Performance 



MATERIALS^SEp: 
X Textbook 



Workbook 



Audio Visual Material (Describe)_ 



Other Printed* Material (Descrlbe)_ 

p ^ 



S imula tion s / Demon s t r a 1 1 on s . 



Other (Equipment, Supplies, Etc,)^ 



Applied Bilslness Mathematics 



Title ; 

Author ( s) ; Fairbanks and Schultjiesls 
Publisher: Southwestern 



Pages used; 369-373 



COMMENTS; Conten t cnoH 



Clarit y Good 



Illustrations ^ Numerous/in color 
Motivatioiaal Qualltleaj 



Editio n llth C opyright Dat f 198p 
Cost • $9\54 



Includes; t x Student Directions 



^Organizatio n^ ' Good 



Readabilit y Appropriate for 10-11 
Lengt h • . Satlsfactfory 



Quizzes * \ T eacher Aids 



Teacher Comments;- 



/• .90 



ISSOE MATERIALS. REPORTING FORM 



MURSE Business Office 



School Name and Address Mt. Vernon It.'g 



MODULE Payroll procedures 




Instructor Irene Schiridl^r 


TASiC% Malte deductions for fringe benefits 


— ^ .* « 
Phone Number (914) 668-6580 


to get net pay 
.1979-1980 Task It 07-02-02 




ISSOE Region 3S ' 


1980P-1981 Task # - ' * 




V-TECS Number - 


MATERIALS BEST SUITED FOR: 


f 




X Individual Instruction ' 


Handicatped (Describe) 


x°^Group Instr:uctiori 


Other <( 


Describe) ' ^ . 


INSTRUCTIONAL LEVEL (S)V: 
' 1 


GRADE: 


ABILITY: ^ 


^ Introductory ' 


X 10 


* X Below Avetage Performance 


X Basic 


11 


Average Performance 


Advanced * » 


12 ' 


Above Average Performance 



MATERIALS USED: 



^ .Textbook x^^^^'^o j^o^^°"^^^"^^^°Sther Printed Material (Describe)^ 



Audio Visual Material (Describe)_ 



S imula t ion« /Demon s t r a t i ons 

-» « ■ 

.Other (EqWpment, Supplies, Etc.)^ 



Title: Business Mathematics for the Co nRumf^r 

Author ( s) : Gtft6rie, Selden> Kamer 

Pub lisher : Fear on-Pi tman . 



Edition 2nd C opyright 6at e ^975 
C ost • $5.22 



Pages used :_232=2iaj 



COMMENTS ; Content 



Rripf 



^Or gan iz a t io n^ ~.got.-?of a r^nry 



Clarity^ 



OK 



. Readabilit y Approp'. for 10th 



Illustration s Satisfactory . ' Length 

Motivational Qualitie s None .obvious^ "~ 

Iifcludes: . ' Student Directions .Quizzes 



Brief treatment 



Teacher Aids 



: CooRumfthle .tgxt-tjorkhook /!omhlna±lnn__^ 




f 






4 








' * . ' c 


- 


s 
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ISSOE MATERIALS REPORTING FORM : / 

COURS E B^si^ess Office , *. School Name and Xddress ^QCES South Center 

miT ^fi^Sncial & Reccnfdkeeping Systems - ' " Box 424B Windfall Road Clean, NY 14760 



MODUL E P^yro^l PVocedures . ^ . Instructo rs ' A ^ihortencarier 

TASK ^^^^^ paychecks - . * p^^^^ j^^^^er ' '/ ' 



1979-1980 Task // 07-02-03 • . ' ISSol Regio n P 



1980-1981 Ta«k f * '. ^ ^ . ' V-TECS Number 

MATERIALS BEST SUITED EOR; / * . 



7 ^" 



/ 



4 



^Individual Instruction ^ H ancficapped (Describe^ ^ 

X * G roup' Instruction ;_Other (Describe)__-/* ;_ 



INSTRUCTIONAL LEVEL '(S) t ^ GRADE: ABILItY : 

. . Introductory ^ ^ . - J 10 ^Belox^ Average Perf prmance — 

B asic - ; . J? 11# X A verage Performance 

^Advanced . . ^x 12 • ' / A bove Average Performance 



MATERIALS USED ;' / " ' - v ^ * ^ ^ 

X Textbook, x W orkbook x O ther Printed Material (Describe) 



t,Audio Visual Material (Describe) 



Sipfclations^Demonstrations ' Clerical Payroll Procedures /Village r:arHPlvZ!^^^r p^gb^^r^ 

O thar (Equipmem:, Supplies, Etc.) : ' 



TitleC f. 'Century 21>Acc(>unting ' 



Author(s); Boynton, Swansen, p^Qg^ Hanc r^n , Edition . 2nd Copyright Date : 1977 

Publisfier : ^ Southwes 
Pagers used: 379-418 



Publi sfier Southwestern ' ^ > ^ Cost $10.17 



/ ^ WorkbookCost$ 5.46^ 

COMMENTS : Con t ent * % Qrgan iz at io n . 

' * — ^ ; * <5i \ ; 

. Clarit y > ' Readabilit y 



Glarit y > 
-tilluslfrations 



_Length_ 



, 'Motivational Qualities^ 



Includes: Student Directions - ^Quizzes ^ ' ^Teacher Aids . • 

IT* / — — — y " ' ' ' ■ o ' 

Teacher Comments; ^Clerical Payroll Procedures '(tgx/workbook) . 8th ed«. 1979. pul^lished 

. ' . by' Southwestern at $3.42 is probably the best sumulation.* - 

' ! ^ , 1 ^ 

' ' ^ Village ^Garden Center Pegboard Payroll System (simulation) by South- 
— • > ' ♦ • 

/ . ''western)at $5..^ is another. good one. 



Er|c ° ' • ■ . 86 '\ . 1" . . 
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ISSOE MATERIALS REPORTING FORM 



BOURS E Business Office 



School Name ^and Address Mf. Vf^rnon H.s, 



UNI T Financial & Recordjceeplng S vs^e^ 



Ins true t o r . Irene Schindler 



MODUL E Payroll procedures 

TAS K Post to payroll register a^ d employee Phone Numbe r f91A) 668-6580^ 
, earnings record . ' ^ - . 

1^75^1980 Task » ' 07-02-03 ) ' ISSOE Regio n SS 



1980x1981 Task f 

MATERIALS BEST gUipP JOR > 

Individual Instruct! 

^ G roup Instruction 

INSTRUCTIONAL LEVEL (S) t 
> ^i ntroductory 
B asic 
, Advanced • , 




V-TECS Number 



JHandicapped (lJescribe)_ 
Other (Describe) 



• GRADE ; 
X 10 
X 11 
12 



MATERIALS USED ; 
X Textbook 



X Workbook 



Audid Visual Material (Describe) 
Simulations /Demonstrations'* 



Othep (Equipment, Sui)pli^s, Etc.). 



- ABILITY ; 

B elow Average Performance 
X A verage Performance o * 
Above Average Performance 



Other- Printed Material (Describe) 



Title; 



Business -Mflthematlr 



t 



Author (s) ;_ 
Publisher; 



Rosenberg^ ^evfs^ Po^ 



EditjOQ: ft 



Gregg/ McGr^w Hill 



Copyright Date 1Q7S 
•Textbook: $9.24 

_Cos t Wfj^rlfhnoV ? '^'^^^^ 



Pages tj^ed*: ' 65-69 



COMMENT^: Content Good 



Organizatio n Good ■ 



Clarit y Good 



I llust r a t ions Satisfactory 
Motivational Qualitie s ' > 



J[_R&adabilit y ' Appropriate for 10-11 
Length Satisfactory ^. 



Includes: ' ' x student Directions 2; . Quizzes 



X Teacher Aids 




ISSOE MATERIALS REPORTING FORM * . «^ . 

^ COURSE Business Office ^School NaAe and Address rtt. Vernon H.S.^ 



tJNIT Financial & Recordkeeping S ystems * ♦ , 

MODULE Payroll procedures : Instructor Irene Schindler 



TAS K ^ost^to payroll register an d employee Phone Numbe r (»14) 668-6580 

earnings record • T ^ 
1979-1980 Task # 07-02-03 t ' ISSOE "Regio ft 3S^' ^ 



1980-1981 Task 



V-TECS Number 



MATERIALS BEST SUITED FOR ;- 

' Individual Instruction 

X G roup Itistruction 

INSTRUCTIONAL LEVEL (S) ; 
I ntroductory 
X ' B asic 
Advanced 



Handicapped (Describe)^ 



Other (Describe) 



GRADE ; 
X 10 
Y> 11* 



12 



MATERIALS USED ; 
X Textbook 



Workbook 



' \ ABILITY ; \ 

— - . — B elow Averagev Performance 

X A verage Perfo^ance 
Above Average Performance 

■ ~ :) • ■ 

Other Printed Material (Describe) 



J^udio VJLsdal Materdal (Describe )_ 
Simulations/Demonstrations 



Other (Equipmetlt, Supplies, Etc.)_ 



Title; 



A pplied Riifiinpgg Mat•'hpTna^-t 



\ , Author (s): Fairbanks, an^ S rhn^^hpfiifi * 
Publisher ; Southvestem > 



_^ Editio n Hfh C opyright Plate 'idan 

" Cost $Q.S4 L_ 



P^fges used; ^ ;369-373 ' 
COMMENTS; Content Good ' 



Organization ' Good 



Clarit y < Good 



Illustrations Numerous/ in color Length 



Readabilit y - AiSpropriate .for ^0-11 
Satisfactory . 



\ Motivational Qualitie s Plenty of student activities 



Includes: x Student Directions' 



^Quiz2e"s 



Teacher Aids \ 
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ISSOE MATERIALS REPORTING FORM 



^pCOtJRS E Business Office 

ONI T Financial & RecQrdkeeping S ystems ^ 
^MODUL E Payroll procedures 



School Nmne and Address Mt> Vernon H>§> 



Instructor Irene Schindler 



TASK "Post t o payroll register a nd employeephone Numbe r (914) 668-6580 
earnings record it^ 
07-02-03 ISSOE RegionJ-^S 



1979-1980 Task # 
' . 1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
X Individual Instruction ^ 



Handicapped (Describe)_ 



- x^^G roup. Instruction 

INSTRUCTIONAL LEVEL ( S) ; 

^Introductory 

X Basic 



Other (Describe) 



Advanced 



GRADE : 

X ^i6 

; 11 

12 



ABILITY ; 
X B elow Average Performanpe ^ 

Average P-erformance 

Abpve Average Performance . 



toRIALS USED; T;xt-wb,kbopk combination * \ 

' ^Textbook JWofkbbok Other Printed Material (Describe.)^ 



Audio visual Material (Describe) 
Simulations /DemonstratioT\s 



(Title: 



^Other (Equipment, Supplies / Etc . )^ 



Busines's Mathematics for the Consumer 



Author (s); Guthrie, Seldon, K^mer 
Publisher; - , F^aron-Pitman 



Editio n > 2nd C opyright Dat e 1975 ■ 
^ . C os^t ' - V 



Pages used; .237-238^ 
■-COMMENTS 



MENTS iV Content krlef. treat T HAn^ .V^f. pavro:^! O rganizatio n,; ' >Faif 
* ^ Clailt Vr Satisfactory ^ ^ ' V^^' R ea(fet)i-Ut^^^ Pf^r1fi£ac,tQ]?Y 



♦ IllosttaCion V ^^ek/dvdX 



_Length_ 



Briefs trea tment of topics 



^ - ^ . HotiVatlonal Oii^lltie s' » VNone that are abvioiis^ * - — ., . ? \ '^^^ \ 

\ '^TncluSV: _^Student D^^^^ ^^^Teacher^'^Sai'^ ' ^ : 

r: . . • . " ^ ^ . * ^ ^ * .2*. ' ^jj ^ 

Teacher Comments ; ''* Consumable texe-vorkbooR - : , — . V V ' — ' 



ISSOE MATERIALS REPORTING v FORM ' 



COURSE Business Offi ce' ^ * " School Name and Address Mt* Vernon H.S. ^ 

'• • • . • • -x : 

UNI X Financial & Recordkeeping Systems 

MODUL E ' Payroll procedure^ Instructo r Irene Schindler 6>s^ 



TASK_ Issue paychecks * Phone Numbe r (*?1A) eeS-^eSSQ 



'1979^980 Task ^ 07-02-04" j ISSOE Region i% 



~. ^ 

1980-1981 Task ^ V-TECS Number , . \ / / 

MATERIAlS BEST SUITED FOR ; ' " / ^ . 
1 IndividuaP' Instruction " Handicapped ,'(Describe) . * 



X Group Instrudtion i O ther (Describe) 



INSTRUCTIONAL LEVEL (S) ; GRADE : ABILITY :* , ' \ 

Introductory x 10 ^ ^Below Average P^erformanc^ 

X Basic » ' * ' X 11 "5? . X A verage PerfoiAiancI ^ * 



* Advanced \ • ' ' 12 : « ! ' ' A bove Average Performance o ' 



MATERIALS USED: 



X Textbook ^Workbook ^ Other Printed Material . (Describe)^ 



Audio Visual Material (Describe) \ V - ' / ■ - < ^ ■ '^.^ ' <> ^ 

_S imula t ion's / De&on s t rat ion s ' - > » L_ ! ?' L 



^ O ther (Equipment, Supplies ,**Etc. )^ 



a Tltll^i * Applied Busf ng/s Mathematics/ ^ 

' = — : — — ' — ^^~^> V ^ - ^ ^1 • • • % ^ <^ ^ 

* Author Fairbanks ^gd Schulthe5is^ / .-^"^^ y E dition ^i i ^h J^opyyj-ght d&te 1980 ^ 

Publisher : r ; ?^Sout3|)wegbem, . - ^ ,^ . C ost <::q .^A . ' 

V . ^. pages - u^_:^ „ m-v^r-^-^ „ . ' ^ ' * ■ > , 

* cpMMSNT& r Content Cood ' , . c _Organlaatlon' r,nnH ■ > ' ^" ''/■ 



/ ^ /.I * ■ Clarit y ahnA ^ R eadability - Apprnpr-f>t^- for *ia~n 

♦ ♦ ^"rV tllilstraXion s Nump/ot^fi/in color L ength - Sat- Taf arfnrv _1 ^ L_ 

^ * .Motivational Qualitie s' Plenty- of practice* situations : , . 

^ Includes r- ' S ttyient^ Directiotis " Q uizzed Teacher' Aids 

Teacher Comments: . ; . j 



I- ' 
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. ■ 
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-.4 


> 


• 
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ISSOE MATERIALS REPORTING 'FORM 



k COURS E Business Offlc-e 

ONi t Financial & Recordkeeping' Sy stems* 
MOBUL E Payroll procedures ^ 

TAS K Issue; paychecks 

1979-1980 Ta^k # 07-Q2-04> . , 

^1980-1981 Task # ' - 

\^ 



'Sdhool Name and 'Address ' Mt»..Vernon H.S, 

- , X 

5 ' ^ ""^ ^ ^ 

Iilst:ru'ctor Irene Schindler , 



Phone^umber (914) 668-6580 



ISSOE Regio n 38 



V-TfeCS Number 



MATERIALS ^BKST SUITED. FOR ; 
Individual Instruction 
X. G roufi Instruction ^ 

, INSTRUCTION AL LEVEL QS) : 

T- r~"" 

Introductory 



_Handlcapped>^D^scribe)_ 
Other, (Describe) 



_x ^Basic 

Advanced 



GRADE : 
X 10 
X U 



ABILITY: 



Below Average Performance 



12 



X' A verage Performance 
^Above Average Performance 



MATERIALS^JSED : 
X Textbook 



Workbook 



^ Audio Visual Material (Desc;:ibe)_ 



Other Printed Mater^lal (Describe) 



S imul^ t ion s /Demon strations^ 



\ 



J0the*?5 (Equipment, Supplies 4 Etc>) S* 



Title: 



Business Mathem atics 



Author (s) : Rosenberg^ Lewis ^ ^Poe 



Publisher: ^regg/McGraw 'Hiir 
•Pages i&ed: pp. ^ 1_ 



Editio n 8 C opyright Date ig?^ 



Cost Tav^» ' <^Q.?M 



Workbook: $3.84, 



' COMMENTS : Content . Good 



_0rgan'l2ation_ 



'Clarit y Oood 



Readability^ 



r,nnH fnr 10-11 



Lengthy 



',_';^ea!cher Coimnents: 



Illustrations Satisfactory 
Motivational Qualities Lost of reinforcement 
Includeszv 'x Student Directions , x Q uizzes 



Appropriate 



*x Teacher Aids 
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ISSOE' MATERIALS REPORTING FORM 



COURSE 



Business Office 



School Name and Address Mt. Vernon H.S, 



*UNIT Financial & Recordkeepir>g Systems , , 




^ ' 

MOPULE . Payroll. p-rocedures 


^ Instructor Irene Schindler 






PV»nr»o MiiTn\%o-r (914) 668-6580 
rnone riumoer n-'-*-^/ 




1979--1980 Tas\c // 07-02-04 


ISSOE Rei?ion 3S 




1980-19&1 Task f 


V-feeS.. Number 




MATERIALS BEST SUITED FOR: 






Individual Instruction 


Handicapped (Describe) 


i 


Group Ins t rue t Ion 


Other (Describe) 




INSTRUCTIONAL L£VEL(S): 


GRADE: ^' ' ABILITY: ^ - 




Intrcfductoty, 


10 Below Average Performance 




Basic 


11 * ' Average Performance 




Advanced 


12 . Above Average Performance 





MATERIALS USED : 
^Textlvexok 



Workbook 



Audio Visual Material- (Describe)_ 
Simulations /Demonstrations 



\ 

Other Printed Material- (Describe)^ 




Other (Equipment, Supplies, Etc.)_ 



Title: 
Author (s) : 



Business Mathematics for the Consumer .. 



Guthrie, Selden,* Kamer 



, Publisher^; . Fearoiy-Pitman 



Pages used: 



Edition 2nd' Copyright Date 1975 ^ 
Cost $5,22 



COMMENTS : Content^ 
Clarity 



_^0r gan iz at ion_ 
Readability^. 



Illustrations" 



Length_ 



Motivational Q!ialities 

Includes : Student Directions ^Quizzes 



Teacher A 



r 



Teacher Comments: There is some coverage of payroll procedures for withholding taxes, 

social security, etc. ..bu^ I don't see anything on actural issuipg of 
paychecks . / 
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ISSOE MiiTERIALS REPORTING TORM 



COURSE Business Office 



jjNI T Financial & Recordkeeping Sy s^emgy^ 
MODUL E Banking procedures *\ 
o TAS K Maintain checking account/re cords 
I 1979--198Q Task. If 07-03-01 

•1980t1981 Task ii^ . - ^ , 



School Name and Address Mt. Vernon H.S> 



Instructor Irene Schlndler 



Phone Numbe r (914) 668-6580 



ISSOE Region 3S 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

* Individual instruction 

X ' G roup Instruction 

' INSTRUCTIONAL LEVEL (S) : 

. Introductory 

X g aslc 
Advati c ^d 



JHandicapped (Describe)" 
Other (Describe)' 



GRADE: 
V 10 



^ 11 
12 



MATERIALS USED : 
X Textbook 



'x Workbook 



Audio Visual" Material (Describe^ 
g;imiiTAeions /Demonstrations 



Other. (Equipment, Supplies, Etc.)_ 



AboW Average PerfonQ^nce^ 



ABILfTY: , . ' . 

^Below Average ^Performance 

y A veragfe Performance . 



Oth^r Printed Material (Describe) 



Title: 

^Author (s) : 
Publisher: 



Busiijiess Mathematics 



Rosenberg. Lewis > Poe 



Xregfe/McGmw Hill 



^Pages used: 



83 



COMMENTS: C6nteiit , .Good 



Clarit y Good 



n lustrations Satisfactory 
Motivational- Qualitiesj 



-Edition 8^ C opyright Date 1975 



_Cos t Tfiyfhook: S9 . 24 



Workbook: $3.84 



\^0rgani2aMon^ 
Jleadability_ 
_Length__,^ 



» Good 



Appropriate for 10-11 
Satisfactory 



* " Ificludes: x. ' S tudert^ Directitms ' x Q uizzes 
•Teacher Comments: 



yi Teacher Aids 









t 




















• 
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COURSE Business Office 



ISSOE biATJRIALS REPORTING FORM ' •"'•-i: 

School Name and Address Rushford Central School 



UKI T financial & Recordkeeping Sy stems . 

MODUL E Banking Procedures - ^ "^"^ 

TAS K Maintain Checking A ccQunt Records 

1979- 1980 Task # . n7^n^-ni 

1980- 1981^;iask # ^ ^ . 



Instructor 



Jjane HUT 



J^hone Numbe r (716) 437-2217 
ISSOE Region 13 ? 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

Individual Instruction 

_X_proup I*ngtructlQn^ 

INSTRUCTIONAL LEVlrL(S) ; 
X ' Introductory 
X B asic 
Advanced 



Handicapped (Describe) 



Other (Describe)* 



GRADE ; 
X 10 



X 11 



or 



X. -^12 



ABILITY ; 

• X ^ Below Average Performance 

X A verage Performance 
^Above Average Performance 



MATERIALS USED : 
X 'Tfextbo*ok 



In Press* 
X ^W orkbook 



Audio .Visual Material (Describe) 
Simulations/Demonstrations 



Other Printed Material (Describe) Tests available 

(In' Press) 



Other (Equlpme^^t, Supplier,' Etc.) 



Title:* Practical Recordkeeping Course I 



^ Author(s) ; Baron, Stelnfeld. Schulthers 
Fubllsher T Southwestern 



Editio n 5th Copyright Date_ 



Cost $^.60 (1981 price) 



Pages used;5_ 



COMMENTS: Content 



Organization 



Clarity , 



_Readablllty_ 



Illustrations 



_Length_ 



Motivational Qualities \ ;_ 

Includes; ^ Student Directions ^ Q uizzes Teacher Aids 



Teacher Comments: 



/- 
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ISSOE. MATERIALS REPORTING FORM 



COURSE 



Business Office 



UNIT Financial & Recordkeeping^ S ystems 

MODUL E Banking Proceaures, ; 

-* 

TASK Maintain Checking A ccount R ecoyd 

1^79-1980 Task. / / 07-03-01 

1980-1^81 Task ^ ' 



School Name and Address R^shford Central S^chool 



Instructor 



Jane HilL 



Phone Numbe r (71^). 437-2217 - 



ISSOE Regio n ^3 



V-TECS Number 



MATERIALS BEST. SUITED FOR ; 
; 'individual Instruction 
X woup Instruction^ 



Handicapped' (Describe 
Other (Describe) 



GRADE: 



INSTRUgT-tONAL L^VEL(S) 
X InVroductory X 10 



Advanced 

: \\ ' 

M ATEiitllAIJS USED : 
X Te^ctfbook 



^ '^^ X 12 



X Workbook . 



ABILITY : 

X B elow Average Performance 
X A verage ferfVrmance 

' Above Average Performance 



Audib Visual Material (Describe) Transparencies available 



Other Printed Material /Describe) Source Book and- 

Tests- 



Simulations/Demonstrations 
Othe^ (Equipment, ' Slippliefs,^ |lte.)_ 



Title: General 

/ 



Recordkeebin 



L 



Author (s) : \Huf fman & Stewart 



Qlh EdlLloii . • — 

tAi finn_j^jj_Coqvright"Date 1976 



Publisher; \ Gregg 



Cost $10>47 text (tent.)' 



Pages used: \ 



COMMENTS': Content 



* Clarity ^ 



Or gan iz at ion Easy-to-follow format 
Re adab il i ty : 



Length_ 



T1 Itifitiraf ions i Large-sized 

Motivational Qualities_ ' I '. — , : ^ 

Includes:' - ^ ?t^dent Direcfi-O^iis -Q uizzes - X T eacher Aids , ^ 



Teacher Commen 
Ax • 



V, 



y 
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ISSOE MATERIALS REPORTING FORM 



COURS E Business Office * 

injIT Fina ncial & Recordkeeping Sy stems 

MODUL E Banking Procedures 

TASK Maintain Checking Account ^Records 

1979- 1980 Task // 07-03-01 

1980- -1981 Task # 



School Name and Address Rushford Central School 



Instructor 



Jane Hill 



Phone Number (716)^: 4J7;"2217 



I§SOE Regio n 13 



V-TEC,S Number 



MATERIALS BEST SUITED- FOR ; 

X Individual Instruction 
^Group Instruction 



Handicapped (Describe)_ 




t > Othey (Des^ribe)_ 



INSTRUCTIONAL LEVEL (S) : 
X Introductory 

_X ^Basic ' ' 

Advanced 



GRADE ; 
X 10 



or 



X 11 



X 12. 



ABILITY : 

^ X B elow Average Per^formance 
X A verage Performance ' 
Above Average Performance ^ 



MATERIALS USED ; 
Textbook 



Workbook 



Other Printed Material (Describe)_ 



Audio Visual Material (Describe) 



Simulations/Demonstrations 



Other (Equipment, Supplies, Etc.)_ 



Title Clerical Rec9rdkeeping Practice ^er 



Author (s) : - Baggett 



Publisher ; Southwes tebn 



Pages used: 



COMMENTS: Contend. 



Clarity_ 



tv^ Illustrations_ 



Edition Sth Copyright Date Tn Press 
J Xost . . \ 



Organ ization_ 
Reada'bility^ 



Lengthy 



Motivational Qualitiesj ; 

Includes: Student Directions ^Quizzes- ^Teacher Aids 



Teacher Comments: 



EKLC 
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ISSOE MATERIALS REPORTING FORM 



COURSE Business Office 



School Name and Address Rushford Central School 



U^IT : Financial & Recordkeeping Sy s t ems 

MODUL E Banking Procedures 

TASK Maintain Checking Account "Records 

1979- 1980 Task # 07-03-01 

1980- 1981 Task # 



Instructor 



Jane Hill 



Phone Number (716)/ 4J7-2217 



I3S0E Regio n 13 



V-TECS Number 



MATERIALS BEST SUITED FOR : 

X Individual Instruction 
^Group Instruction 



, Handicapped (Describe)_ 

^ . Othey (Desi^ribe) 



INSTRUCTIONAL LEVEL (S) r 
X I ntroductory 

JC ^Basic 

Advanced 



GRADE ; 
X 10 



or 



X 11 



X 12. 



ABILITY ; 

V X B elow Average Per^f ormance 
X A verage Performance ^ 
^Above Average Performance ^ 



MATERIALS USED ; 
Textbook 



Workbook 



Other Printed Material (Describe) 



Audio Visual Material (Describe)_ 



Simulations/Demonstrations 



Other (Equipment, Supplies, Etc.)_ 



Title ; « Clerical Recordkeeping Practice ^etr 



Author (s) : 
Publisher: 



Baggett 



Southwestern 



Pages used; 

COMMENTS : Con tenfr. 



Clarity_ 



Illustrations 



Edition Sth Copyright Date Tn Press 
J ~. Xost . ^ 



_Organization_ 
Readal3ility_ 



_Length_ 



Motivational Qualities • 

Includes; Student Directions ^Quizzes- ^Teacher Aids 



Teacher Comments: 



issoE mIKerials reportiIjg form ^ 



COURS E Business Office ^ School Name and Address Rushford Central School 

UNIT Financial & Recordkeeping Systems 



MODULE Banking Procedures . Instructor Jane Hill 

: ^ / ^ . ' ~ 

TASK Maintain Checking Account Records Phone Number (716J 437-2217 . 



^ 1979-19^0 Task i f * Q7-Q3-Q1 XSSOE legion 13_ 



1980-1981 Task. # * * ' V-TECS Number » 

^ 



MATERIALS BEST ' SUITED FOR' ; 

Individual Instruction Handicapped (Describe) 

X G roup Instruction- -O ther (Describe) 



INSTRUCTIONAL LEVEL(S) : ^ GRADE : ABILITY} 

X Introductory ^» 10 ^ X B elow Average Performance 

^ or 

/ B asic 11 ^ . X A verage Performance 

^Adyaaced 12 * ^Above Average Performance 

MATERIALS USED ; — ^ ^ 

* T extbook Workbook O ther Printed Material (Describe) 



X Audio Vislual Material (Describe) . f-fim 22 mimitjeft 
S imulatipns /Demoris t ra t ions ^ 



Other (Equipment, Supplies, Etc.) ^ 



Title : Consumer Economics: Banking 



Author(s) : Churchill Films ^ E dition ^Copyright Date__ 

Publisher: Allegany Co. BOCES cat^alog //. 894 ^ ^Cost_ 

Pages used:^ 

COMMENTS : Con tent ^ O r gani^ a t ion^ 

_Read3bility_ 




Lengt h 22 mln: 

Mo t iva t i^al Qual i t ie s ^ 



* / Inclu^S! ', Student Directions ^ ^Quizzes Teacher Aids 

Teacher Coimnents; Humorous - Presented more on a junior high level - grades 7-9 

- ' " ' '• '■ " i P 

> ;-. (possibly 10th grade). 



ERIC 




^ - ISSOE MATERIALS REPORTING FORM 

COURS E Business Office 

mix«3» Financial & Recordkeeping Syste6^ 

MODUL E Banking Procedures , 

TASK Maintain Checking Account Records 

'r979-1980 Task^ / 07-03-01 

1980-1981 Task # ' ' 



School Name and Address R^s^ford Central School 

^ . .1 



Instructor 



JanV Hill 



Phbjie Numbe r (716) '437-2217 



/ 



ISSOE Re^ion^ 



13 



MATERIALS BEST SUITED FOR : 

Individual fnstructiron 

\ G roup InSPtruction 

INSTRUCTIONAL LEVEL(S) : 
X Introductory < 
Basi^ 



6RADE: 



V-TECS Number^ 

Handicapped (Describe)^ 
Other (Describe)^,^ 



/ ^ 



* Advanced 



^ MATERIALS USED : 
T ext book 

9 



10 

u 

12 



ABILITY ; 

Below Average Eerformance 
X A verage Performance 
' Above Average Performance 



Workbbok' 



Other ^Printed Material (Des'cribe)^ 



X Audio Visual Materga! ^Describe) f ilm, IS minutes 



Simulations /Demonsjtrations_ 



Other (Equipment, S.upplies, Etc.)_ 



Title : ^Banks: The Money Movers 



Author (s) BFA Educational Media 



Publisher: (AlleganV Co. BOCES catalog // 1179) 
^ Pages used: ^ 



Edition^ 

f 



Copyright Date_ 
Coat - 



COMME-NtS: Content 



Clarity_ 



_Organization_ 
Readability_, 



Illustrations 



Lengt h- TS min. 



Motivational Qualities ' : 

Includes: 'Student Directiong ' Q uizzes ^Teacher ^ids 



ERIC 



_99 



105 



^ riumorou$. Contemporary 


satire on Dicken^s character • ffcrooge. ' 




^ 1 ^ 






^ 


- ■ ^ '9- 













COURSE Business Office 



-MSOB MATERIALS REPORTING FORM 

School Name and Address Rushf ord Central School 



^UNIT Financial' & Recordkeeping Systems - 
MODULE Banking Procedures 



Instructor 



Jane Hill 



* 1ASK Maintain Checking Account Records Phone Number (7l6)* 437-2217 

/ ' ' 



1979- 1980 Task (/ Q^-Q^-Q?- 

1980- 1981 Task # 



ISSOE Regio n ' 



V-TECS Number 



MATERIALS BEST^SUITED- FOR ; ' 
Individual* Instruction 



Handicapped (Describe)_ 



X G roup Instruction 

INSTRUCTIONAL LEVEL (S) : 
Introductory 



Other <De€cribe) 



GRADE : 
X 10 



X Basic 



X 11 



X 'Advanced 



_ MATERIALS USED ; 
Textbook 



Workbook 



4^ 



ABILITY f 
. jC'^ B elow^ Average Performance 
/ y"Y^ A verage Performance 

X Above Average Performance 



^Other Printe^ Material (Describe)^ 



Audio Visual Material^^^si^ibe) 

^Simulations l^^fif!^^t\.ols ^, ^^^^^ !^^^P ^"^/^^ resource person 



Title : 



jOther (Equipment, Supplies, Etc.)_ 



Author(s) ; Contact- local commercial hank 
Publisher; ^ ^ ' ' 



Edition 



Copyright Date^ 



Cost . 

^ 



Pages Used r 



COMMENTS; Content 



' Clarity 



Organ iz ^t Ton ^ 

Readability 



4. 



Illustrations 



_Length_ 



Motivational Qualities_ 



Includes : 



Student Directions 



Quizzes 



Teacher Aids 



-Teacher Comments; , • 



ERIC 
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COURS E Business Office 
Ul^XT Financial & Recordkeeping Sy stems 

MODUL &i Banking Procedures 

TASK Maintain Checkin g 'Account Re cords 

1979- 1980 Task it Q7~0a~01 , 

1980- 1981 Task # 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Rushford Central School 



Instructor 



Jane Hill 



Phone Numb'er (716)^37->2217 



ISSOE' Region 13_ 



V-TEC? Number_ 



MATERIALS BEST SUITED FOR^ : 

Individual Instruction 

X Group instruction 

instructional' LEVfeL(S) : 

X Intrgductory ^ 
_ ^ 

X B asic * V 

X ^^ dvan ^ed 

MATERIALS USED: 




Handicapped' (Describe) 



_Otherv (pescribe)_ 



GRADE : 
X 10 



ABILITY : 



X 11 1 
X 12 



_X Below Avelrage Performance 

X A verage Performance 

X Above Averdge Performance 



Workbook 



Textbook 

Audio Visual Material (pescribe)^ 
Simulations /Demons trattons_ 



^Other Printed Material (Describe) 
I 1 — — 



jC^OtherjEquipment. Supplies. Etc . ^"lletln board display of different ctrecklng ^^ccouht 

. record's, a bank statement, and a reconciliation that has been 

, - ^ completed - . * ' 



[itle: 



Author (s) : 
Publisher: 



Edition 



^Copyright Date_ 
Cost 



Pages used: 

COMMENTS:' Content 



jOr gan iz at i on_ 



. Clarity 



_^ Readability_ 



Illustrations 



_j Length_ 



Includes: Student Directions 


. Quizzes 


* Teacher Aids 




» 

Teacher' Comments : 






1 ' 
» 


^ • ■ '* 




i 

















ERIC 
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107 




ISSPE MATERIALS ^REPORTING FORM 



COURSE Business Office ' / ^ 


School Name and 


> 

Address Pioneer High School 


UHl'l Financial {t -Regoi^dkeeping Systems 




I • - 


MODULE Bank'ing Procedures 


* ✓ 

Instructor 


RemyOrffeo • . ' . 


TASK Maintain Checking Account Records 


Phone' Number 


(716) 492-46&0 ' y 


1979-1980 Tas^f)// 07-03-01 


ISSOE Region 


13 - ' ' - ^ , 


■ ■ ■ / ■ 
1980^1981 'Task # • k 


V-TECS Number 




MATERIALS BESTlutTED FOR: 






Individukl' Instruction Handicapped (Describe) 


0 ^ ^ 



X G roup Instruction 

INSTRUCTIO^jAL LEVEL(S) : 
* X Introductory 

^Basic 

Advanced 

MATERIALS USED :' 

X Textbook * Workb6ok 



Other (Describe)" 



GRADE : 
X 10 
11 
12 



ABILITY : 

X ^ Below Average Perfortnance 

*^Average "Performance^ 

. 'A bove Average* Performance 



^ ^Othei: Printed -Mat 



Audio Visual Mate^irial (Describe) 
Simulations/Demons teat ions . ,v 



:erial^ (Del^cr" 



ibe) 'wyyksheets 



_Othef (Equipment, Supplies, Etc.)_ 



Title : Applied Business Math^patics ^ 



Author (s) : . Faia^bank. Schulthers, Pipg^ 
Publisherr* Southwestern 



Editio n iftth Copyright Date^ 
Cost 12.95 



Pages used^t .Unit 1 , • 



* . COMMENTS : Content , r.nnd ^ 
Clarity_ 



Good ' . 



Illustratiions 



Organizatlo Hppnr * $ome aspects 

Readabilit y Good * 

.Length 



Motivatifonal Qualities_ 



Includes): x Student Direct j^ons 



Quizzes 



i Teacher Aids 



Teacher Comments: Use - Identify partg of checks, stub reconciliation of bank statement 



-r 



ERIC 
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ISSOE MATERIALS REPORTING FORM 



:OURSE- Business *Off ice 



^Il t^ Financial & Recordkeeping' S ys t^ems 

> • 

M06UL E Banking procedures 

TAS K ^intain checking account r ec o r d s 

1979- 1980 Task g Qy-03-T(n I . 

1980- 1981 Tas.k; i 



School Name and Address . Mt. Vernon H.S> 



Instructor Irene Schindler 



Phone Numbe r (914) 668-6580 



ISSOE Region 3S 



V-TECS Numb^ 



, MATERtALS BEST j ^ SUITED FOR ; 

* ^Individual Ins true t ion 

X ' G roMP Instruction 

INSTRUCTIONAL LEVEL (S) : 

^ introductory 

' X B asic 
• • 

Advanced 



GRADE; 



Handicapped (Describe)^ 
Other (Describe) 



10 



Js_ll 
12 



♦ MATERIALS USED 
x^. T extbaok 
' Audio Vi 
* Simui 



X WoPKbook 




rial (Describe) 



Demonstrations ' 
Qther (Equipment, ViR plie ^<^tc > )^ 



ABILITY ; 

' y B elow Average •Performance 
and x'A verage Performance 
^Above , Average Performance 



_Other Printed Material (Describe)^ 



Title; 



General Recordkeeping 



Huffman and Stevart 



Author(s) 
Publisher i , Gregg/McGraw Hill 



Pages .used; dd> 75-81 



COMMENTS ; Content 

4 Clarit y Good 



^ood 



jEditio n' ^ C op;rright Date 1976 
• W Cost $9.57 • - 



J ^Or ganiz a t ion -'Good 



' ' Rea dab il i t y Appropriate for 10-11 

IllustratioTVS Adequate/Apprbriate L engt h ^ . Covers top ic adequately 
'Mqtivational Qualitie3_ 



Includes; Student Directions _x puizz^s x ^Teacher Aids V* 



Teacher Comments; 



ERLC 
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103 



m ) 



COURSE, Business Office 



iSSOE MATERIALS IMPORTING FORM 

- School N^me and Addt^ss Mt. Vernon H.S. 



\UNI T Financial & Recordkeeping Sy s terns 

\ODUL E Banking procedures 

TAS K Malptaln checking account 
1919-1980 Task // 07-03-01 
1980-1981 Task If - 



Instructor 



Irene Schlndler ^ 



Phone Numbe r (914) ^668-6580 



MATER IALS>.BEST SUITED POR ; 
Individual Instruction 



X G gQup Instruction » 

instruct:|:onal level (s) ; 

Introductory 

X B asic 
Advarvced 



Other (Describe) 



• GRADE ; 
9_and 10 

11 

12 



MATERIALS USED ; 
X Textbook 



Workbook 



Other Printed Matet^ial (Describe) 



^Aiidlo Visual Material (Desc^ibe)^ 
Simulations /Demonstrations 



4 



•* 

' , ISSOE Region 


3S 






V-:fECS Number 








V 






I 


Handicapped (Describe) 






0 



ABILITY : 

>Be^ow Average Performance 

X A verage Performance ' \ 
^Abovje j||verage Performance 



Other (Equipment, Supplies, Et,c,)_ 



Tltle^; • ' General Business for Today's World 



Author(s) ; Conover^ Waklru Zimmerman 
Publisher : Allyn *and Bacon 



Edition 



_Copyright Date 1977 
Cost ^ 



Pages used; pp. 243-264 

COMMENTS ;^ Content rnmpl'et'e/TnfPTpfifif-ing 
Cla rlt y very Hood 



Organization T.ngiral S|:eps \ 

Readability Appropriate:? for 



illustrations Numerous/Appropriate L engt h Covers tojplc adequateelv 
Motivational Qualitiea Attractlve/Easv -to f ollov/plentv of activities 



Includes; x Student Directions 



Quizzf s 



Teacher Aids » 



Teacher Comments; 



ERLC 



A:- 



^|pOURS E Business Office 

UNI T Financial &/4teo<)rdkeeping Sy stems 
MODULE Banking-procedures^ 



ISSOE. MATERIALS REPORTING FORM 

School Name and Address Mt/ Vernon H.S. 



Instructor Irene Schindler 



TASK * M^uta^n checking ^ccCTunt r ecords 
1979-1980 Task // -07-03-01 
1580-1981 Task # 



Phone Number (914) 668-6580 



ISSOE feegion ^S 



MATERIALS BEST SUITED FQR : 
X Individual Instruction 
G roup Instruction 

INSTRUCTIONAL LEVEL (S) : 

Introductory 

X B asic 



V-TECS Number 



_Handicapped (Describe)^ 
Other (DescribeVv 



Advanced 



GRADE : 
K 10 

' 12 



ABILITY 

7 



2t ^Below Average Performance 

^Average Performance 
Above Average Performance 



MATERIALS USED : 
^ X . Textbook 



Text-workbook combination 
'x Workbook ^OthsT^rinted Material. (Describe)j_ 



Audio Visual Material (Describe )_ 
Simulations /Demonstrations 



_Other (Equipment, Supplies^ Etc.) 



^ Title: 



Business Mathematics -for the Consumer 



Author (s) :_^ Guthrie, Selden, Kamer 

Publisher: ^> Fearon-Pitman 



Edition . 2nd Copyright Date^ 
Cost ' $5.22 ' 



Pages used: l-6^^l'7d 



COMMENTS : Content feir 



^0 r gan iz a tlon__saiJkfa£il:iii::jL. 



Clarit y Fair 



Illustrations Few 



^Readability Satlsfarfnrv for grade Q-10 
Lengt h/ Sparse for this pa rf-irnlar task 



Motivational Qualities ^ none- in^iaft^ticular * 

Includes: Student Directions > Q uizzes Teacher Aids 



Comments:^ Consumable book < ^ 












» r ; s . 
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ISSOE MATERIALS REPORTING FORM 



COUftSE Business Office 



School -Name and Address Pioneer High School 



UIJIT Financial & Recordkeeiping Systems 

MODUL E Banking Procedures 

TASK Reconcile a hank statement 
— ^ ' 

1979-1980 Task # 07-03-02 , 

.^980-1981 Task # 



'Instructor 



Remy Orffeo 



Phone Number (716) 492-4600 



ISSOE Region ' 13 



t- 



V-TECS Number 



MATERIALS BEST SUITED FOR : 
Individual Instruction 



\ X G roiip Instruction 
INS^UCTIONAL LEVEL (S)/ 



^Handicapped-(Describe)_ 
Other (Describe) 



< X rm;ro due t o ry^ 

^Basic^ 

~~~~~~ I 

Advanced 



GRADE : 
X 10 

IL . - 

12 



ABILITY : 

X Below Average Performance 
^AA^rage Performance 



^Above Average Performance 



MATERULS USED : 
X Textbook 



Workbook x Other Printed Material (Descri\>e)wQrksheets_ 



Audio Visua|}.^.Mat^ial (Destrl'be)_ 
Simulations /Demonstrations 



Other^ (EquipmeOT, Supplies ,^ Etc .-)_ 



Title : " Applied Business Mathematics 



Author (s) : Fairbank, Schulthe'rs^ ^iper 
Publisher: Southwestern 



. Edition mth Copyright Date_ 
^ . Cost $12.95 



Pages used: • Unit I 



COMMENTS: Content 



Good 



Organizatio n poor in some aspects 



Gbod 



ERJC 
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1^2 



Illustrations 


Length 




— « 


Mnfivfltional Qualities . • - 1 . 


Includes: x Student Direction^. 


Quizzes 


Teacher Aids 












Comments: 








• 










* 












< 


^ • * * ■# 



:OURSE 



• *' ISSCfE MATERIALS REPORTING FORM 
Business .Office - * Sohqol'Name and Address Vernon H.S. 



/ 



UNIT Financial^ & Recordkeeping Sys terns 



MODULE ^ . Bank ing procedur^' 
TASK 



Reconcile a bank statement 

, 



\ Instructo r-^ Irene Schindler 
ffJ^^Phone Numbe r (914) 668-6580 



1979- 1980 Task'// 07-03-02 

1980- 1981 Task # 



4S 



ISSOE Region 3S 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
^ Individual Instruction 

-V G^oup Instructi(m * 
" 5, >^ 

INSTRUCTIONAL L^L(S) ; ♦ 

^^Introductoi^ 

V Basic ' 



Handicapped (Describe)_ 



Other (Describe) 

o 



X 



. GRADE ; 
X 10 



Advanced 



X , 11 
12 



MATERIALS USED : 
X * Textbook 



X Workbook 



Audio Visual Material' (Describe) 



S imul a tions /^moris t r a t ions 

Other (Equipments, Supplies , ^tc . ). 



ABILITY' 



' X B ^lov Average Performance 
^""xi^ A verage Performance 
"''N^ ^Above Average Performance 



Other Prin.ted Material (Describe),^ 



Title: 



General Recordkeeping 



Author (s) ; ^ Huffman and S^tewart 
Publisher ; Gregg/McGraw Hill 
Pages used; 



COUNTS ; . Content Complete' 
,Cla r i t y Excellent 



Edition ' 7 -Copyright Date 1976 



jOreanization T.ng-ir.Al 



Illustrations Numerous/appropriate L ength 



Motiviationar Qualities Sense of ^satisfaction when statement balances 



Includes: 



Readability A ppr6pr-f , afP for. 10-11 
• Brief ; 1 



Student Directions 



Quizzes 



Teacher Aids 



Teacher Comments^ 



EMC 
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COURS E Bu^ne^s Office 



ISSQE MATERIALS REPORTING FORM 

School Name AddTes #' Mt. Vernon H.S. 

t^I T Flnanc1^al;&. ^Recordkeeping Sy stems , ■ ^ ^ 

MODUL E Banking procedures Instructo r Irene Schlndler ^ 

TASK Reconcile a bank statement 



Phone Number (914) 668-6580 



1979-1980 Task H ' 07-03-02 



. IS^OE Region 3S. 



1980-1981 Task it 



V-TECS Number 



MATERLAIS BfeST SUITED FOR: 



MATERIALS 
i ndi\ 



Tidividual Instruction 
jc ^Group Instruction 

INSTRUCTIONAL LEVEL (S) : , 

fnctoductory * 

^ X B asic • ' ' 

Advanced . ^ 



Handicapped (Describe V_ 



Other (Describe) 



GRADE ; ^ 

X \10 



A&ILm : 



_Be low , Average Performanqe ^ 



X. 11 
12 



' ' X, , A verage' Pefformance / 
^ ^Abovej Average Pe"tf oihnanie- 



MATERIALS USED:;, 



X T extbQok ;x W orkbobfe *. ^Other Printed Material (Describe) 

Aydio visual Material (Describe) ; ^ ^ 

^^ ^mulations/Demgnstrations ]^ ' 



Title 



Other (Equipment, Supplies, Etc.)_ 
General Recordkeeping- 



Author (s*) : Huffman and Stewart \ 
Publisher: " Gregg-McGraw Hill 



, Edition 7 --C opyright Dat &^1976. 

Cost $9 .'57 



Pages used: pp. 83-88 

COMMENTS : Content r^^^lp^o^A 

Clarity PvrpHpnr 



Illustration s Ntimprntig / App^n^r-r ^ L ength 



Organization - r^^i^aV : 

ReadabiliCY /^•pp;-^pr-<=bi-o fnr in~ii" 



■ Rr ipf , 



Motivational Qualitie s ^nse of satlflf act-ton uhen gfAffimpnr hAl anrpg 



Includ.es: x Student" Directions ux J^^Q uizzes v 



Teacher Aids 



» Teacher Comments: 























r 




i 
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rSSOE MATERIALS REPORTING FORM 



;OtJRSE Business Office ' 



Financial &^ Recordkeeping Sy stems 

' MODUL E Banking procedures ^ - 

TASK-^R^concile a" bank statement 

= '' ' ' 

.-^ 1979-l980..Task if 07-^03-02 

' 1980-1981 Task : ' 



School Najne and Address Mt. Vernon H.S, 



Instr^iactor Irene ^chlndler 



Phone Nuabe r (914) 668-6580^ 
iSSOE ReglotijS ' 



V-TECS Number 



MATERIALS BEST SUITED FOR : 
, - Individual" Instruction 
X G roup Instruction, 

INSTRUCTIONAL LEV^L ( S ) * ^ 
Introductory 



Handicapped (Descrlbe)_ 



^ Other (t)escrlbe\ 



X B asic 

Advanced * 



GRAPE ; 

-^^^.^ 
JL_lli 
' 12 



MATERIALS USED : 
x"^. Textbook 



'X Workbook 



^Oth^t Printed ti^terial (Describe) 



_Audio Visual Material (Describe)_ 
_S Imul a t ijms /Demoji s t r^trion a ' 



Othe^r (Equipment, Supplies, Etc.)_ 



r • Not ^allable- yet- — supposed^ to be off the press 

Xltle: Practical Recordkeeping ready for fall of 1981 

Author (s^;: Baron, Steinf eld, Schulmesis 



Publish^ ; gobthwes?fe-rn 



Editio n . ^ C <y?yright Date 1980 
Cos^ - 



Pages used ; 

Comments i content 



ABILITY : 
y B elow Average Performance 
X < A verage Performance 
1 \ : Abov^ .Average* Performance 



Clarity^ 



_0rganl2ation_ 
Readability^ 



Illustrations 



J.ength_ 



^Motivational Qyriitiea^ L 

' Includes: Student Directions Q uizzes Tieacher Aids 



, Teacher Comments: 



.ISSOE ^TERIALS REPORTING FORM 



COURSE Business Office 



t School Name and Address Rushfogd Central School 



XjtIX T Financial &^^Rec^rdkeeplng Sy s t ems 
MODULE Banking Prc^cedur^s . 
TASi? RecQticile^ a,^ank statement 



Instructor 



Jane Hill 



1979-198^ Task # 



07-03-02 



Phone Number (716) 4'37-2217 
ISSOE Region_ 



13 • 



1980-1981 Task # 



V-TECS llimbfer' 



MATERIALS BEST SUITED FOR : 

Individual Instruct'ion 

X G roup * Instruction 

INSTRUCTIONAL LEVEL (S) ; ' 
X Introductory 
X B asic 
Advanced 



Handicapped (Describe )_ 
Otheir- (Describe) 



GRADE: 
X 10 
X 11 
X 12 



• ABILITY: 



X Below Avei!:.age^ Performance 
X A verage Performance 
^Above Average Performance 



MATERIALS USED; 



In Press 



^ j^, T extbodk X W orkbook 

\\xd±o Visual Material (Describe) 

Simulations/Demonstrations 



jOther Printed Matelrial (Describe) Tests available 

Spring 1981 s ' 



\ 



pother (Equipment, Supplies, Etc,)_ 



Title ; -Practical^ Record Keeping Cours^ I 



Au?kor(s) ; Baron. Steinfeld^ Shultheis 

Pbbl isher v Southwestern 

Pages used: - 



Edition . Sf K - Copyright Date^ 



Cost - $9.60 (1981 catalog) 



COMMENTS: Content 



_Organization_ 



Clarity^ 



Re adab i 1 i t y t 
LengthJ 



Illustrations ^ 

Motivational Quafitiea ' . 'T^h. 

Includes:' Student Directions x Quizzes 



.Treacher Aids 



Teacher Comments: 

T 



ERIC 



ISSOE MATERIALS REPORTING FORIHl 

I COURS E Business Office . 

UNIT Financial & Recordkeeping Sy stems 
, MODULE Banking Procedures 



School- Name and Address Rushford- Cent-ral School 



Instructor 



Jane ftill 



TA| K Reconcile a bank statement^ 
1^79-1980 Task # 07-03-02 



Phone ^Numbe r (716) 437-2217 



ISSOE Regio n 13 



1980-1981 Task # 



V-TECS Number 



MATERIALS^ BEST SUITED FOR ; 

t Individual Instruction 

X G roup I^ truce ion , 

instructional' level (S) : - 
X Introductory 

' X Basic * 

' " ■— " — A 

r ^ Advanced ^ 



^Handicapped (Describe)^ 
Other (DescBlbe) ' 



GRADE : 
X 10 



ABILITY : 



X B eloy Average P^fo nuance 



'X 11 



X 12 



X A yera^e Performance 
• A bcjye Average Performance. ^ 



MATERIALS USED : 
X Textbook 



X Workbook 



Audio Visual Material (Describe) Transpafen6ie ^ available 
Simulations/DemonstratTons^^ - ^ 



Other ^Printed Material (Describe") Source ^book and 

tests . 



. O thec (Equipment, .Supplies, Etc.), 



Titlfe^ General Record Keeping 



8th Ed . 



Author(s) ; .Huffman & Stewart 



_^ Edition 7th. ^ C opyright Dgte_J^76__ 



Publisher: *Gregg 
Pages used: s^^ 



Cost $ 10.47 text (tent.) 

1^ ^ 



COMMENTS : .Ga^tent_ 
. , " ' Clarity^ 



nitiatrations Plenty, large 
^Motivational Qualities^ 



nrganizatio n Easy-to-follow 

_Readability ' • " ' 

_Len gt h J ^ 



Includes: x S tujent- Directions x Q uizz^^ 



Teacher Aids 



/ 4 



Teacher Comments: 



ERLC 



< HI 



Oi7. 



1 




* 


— 


-T-^ "^ifj 7 

A 

^ = — ^ 




















--v—- *- 

> V 












. 



ISSOE MATERIALS^PORTJUG PORM • 



COURSE Business Office 

UIJXT Financial & Recordkeeping Systems . 

MODULE Banking Procedures 

• V 

TASK 'Reconcile a bank. stateinSnt 



School Name and Address', R^shford'^^entral School 



Instructor 



Jbne Hill 



• \ - 



1979-1980 Task // 07-03-02 
1980^1981 Task i , ^ 



1 



Phone Numbe r (716) -^4>7^22l/ ^ - ' 

^ — TT" ° ^ ^ ' 

ISSOE Region 13 ' v> - • ^ - > 



MATERIALS BEST SUITED FOR ; 
X Individual Instruction 
» G roup Ins L I ion 



InsLlll^^c 



^ V-TECS Number^ 

Handicapped (Describe)_ 
Other (Describe) v_ 



INSTRUCTIONAL LEVEL (S) : 
X . Introductory 
X Basic ^ 



GRADE : 
X 10 



X 11 



Advanced 



X 12 



\ MATERIALS USED : 
^ Textbook' 



Workbook 



ABILITY: > 

^Below Average Performaatc *^ 

X A verage Performance * 
A bove Average Perloifmance ' 



C ■ ^ 

Other printed Material^ (Describe) . ^ 



- Audio Visual Material (Describe) 



X S imulations /Demcns t ra,t ions 



Other (Equipment, Supplies, Etc.), 



if 



7 . 



Title r Seciijltv * First B^nk> A Banking Customer Simulation 



Author (s) : Sa^Rent & Ward 



Publisher : Southwes tern * 



Edition 



Copyright Date 1980 



Cost '$^.^6 (19.91) 



Pages used: -60 pp. 



CO>^NTS:^'"t^<}pntent 



^* Clarity ^ \ 



Or ganiz a t ion_^ 
Readability 



Illustrations Plenty 



Lengthy 



MotTva?S) nal Qualities 



Includes: x , Student Directions 



Quizzes p Teacher Aids 



Teacher Comments: 



ERIC. ' 
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> 






4 

* 




^ 


" c 




* 






















♦ ''V 


4 




- ♦ 










0 





P COURS E -Business Office 

Financial' & Recordkeepl^^ystems 
MODULE Ba nking Procedures 
TASK Reconcile a bank statement ^ 

1979- 19^0 Jask it 07-03-02 

1980- 1981 Task f 



ISSOE MATERIALS REPORTING FORM 

/ 

# 



School Name and Address Rushford Central School 



Instructor 



Jane Hill^ 



Phone Number (716) 437-2217 



ISSOE Regio n ^3 
V-TE^ Number 



MATERI-ALS BEST SUITED, FOR : 
. X Individual Instruction 



'Groujp Instruction 



Handicapped (Describe)_ 
Other (Describe) 



• GRADE : 

j_ id 
X\ 12 



INSTRUCTIONAL LEVEL (S) : 

J introductory • 

Y Basic 

A dvanced* ^ 

MATERIALS USED : ^ 

^Textbook ' X W orkb(j^k ^ 

\ Audio Visual Material (Describe)_ 

Simularions/Delnonstrations 



- ABILITY; 



A 



' ^Below Average Performance 

^ A verage Performance . ^ 
^Above Average. Performance ^ 



OthepJPrin'ted Material (Describe)_ 



/ 



Otlv^r (Equipment, Supplies, Etc.) 



Title : Clerical Record. Keep irvg Practice Set 
Author(s) ; Baggett : 



Publisher: Southwestern 



Edition 5t'h C opyright D 
Cost , 



Date 



Pages used: 



COMMENTS : Content^ 
* 

' : Clarity_ 



Illustrations 



Or gan i z a t i on_ 
_Readability_ 
_|iength 



> Motivational Qualities ^ 

Includes: Student. Di-rectlons 



Quizzes >^ 



JTeacher Aids 



ISSOE 

» 


MATERIALS REPORTING FORM ^ 


^ * ** 


COURSE Business Office , 


School Name and Address 


Rushford Centrali^School 


Umi> Financial & Recordkeeping Systems 




MODULE Ban4cing Procedures 


Instructo^"'">K Jane Hill 




TASK Reconcile -a bank statement 


'Phone Number (7r6)^437- 


-2217 


1979-1980 Task 0 07-03-02 


^ISSOE Region 13 




• 

1980-1981 Task 


V-TECS Number • 




MATERIALS BE'ST » SUITED FOR: , 
' Individual Instruction 


Handicapped (Describe) " • 





X G roup Instruction ^ 

INSTROCTIONAL LEVEL (S) ; 
X) Introductory^ 

^Basic^ 

Advanced 



^her (Describe) 



V^vanc 



' GRADE r 

10 or 9 

' 11 
12 



ABILITY : . • ^ 

X B elow Average Performance 



X 



MATERIALS USED : 
Textbook 



Workbook 



Average Performance 
A bove Average Performance 

/ 

Other Printed Material (Describe) 



J( Audio Visual' Material '(Describe) film, 22 minute's 

^Simulatiods/Demonst rations 

^Other (Equipment, Supplies, Etc.) 



Title : ' Consumer Economics; ^Banking 



Autlior(s) : ChurchillV Films 



V, . Publ i3her ; All^gagy Co, BOCES 



_Ed*tion_^ ^Copyright Date_ 

Cost ' 



\ , Pages used; catalog //119I 
COMMENTS: Content • 



Clarity_ 



agj ^. . O rganization 
Readability_ 



.Illustrations 



Lengtb_ 



Motivational Qualities 

Includes: Student Directions ^Quizzes 



Te^fcher Aids 



Teacher Comments 





•J ^ 

























— 7 




f . 









ERIC . ^ 



,114 . 



A20 



COURSE Business Office 



UNIT ^Financial & RTecordkeeping Syst'ems 



MODUL E Banking Piycedures 



. I^S K Reconcile a bank st^atement 
* 1979^1980 Task It^ 07-03-02 ' 



REPDRTING FORM | 

School Name and. Address Rusjitora c 


>^nLra± Dcnoo±> 




/ 


TnGt•'rllP^m- - Jans HiJ.1 




Phone Numb'er (716) 437-2217 ■ i 




ISSOE Region 13 • ' 1 


^ 



lP8a-198l Task # 



V-TECS Number ' > 



. 'MATERIALS BEST SUITED FOR ; ^ 
2^ Individual, Instruction 



Group Instruction 



Handicapped (Describe 
Other (Describe^ 



INSTRUCTIONAL LEVEL (S) ; 

1 Introductory 

^ ^Basic . 

Advanced ^'^ 
— ^ ^ 

MATERIALS USED:' ^ 



GRADE: 
' 10 

11 

12 



ABILITY : 



Below Average Perfoirpiance 



Avefage Performance. 
Above Average Pdrfarmahce 



Textbook 



Workbook 



Other Printed Material (Describe> 



^ X -A udio Visual l^terial (Describe) minut^es • 



Simulations/Demonstrations 

Other (Equipment, Supplies, Etcr) 



Title : BanKs: The Mdnev Movers 



Author (^) : BFA Educ;^tional Me41a 
Publlsfir: Allegany Co. BOCES 



Editio n ^ C opyright Date 
Cost X- 



Pages used: catalog //1179 

COMMENTS : Content 

Clarity 



Or gan i;^a t i on_ 
Readability^ 



Illustrations- 



LeagthJ 



Motivational Qualities^ 



Includes: ' Student Directions ^ Q uizzes 



Teacher Aids 



Teacher Comments : Not as pWicable to this task as some other tas ks in thfs moduli. 



ERLC 



115 



121, ::■ . 




COURSE Business Office 



ISSOE MATERIALS REPORTING FORM ' x 

. ' School Name and r Address RusJ)ford^ Cehtral Schopl 



UHl'^ Financial & Recqrdkeeping Systems 



MODULE BankiTig Procedures ^ ^ 


Irxs true tar 


Jane Hill 




.'4 ^ . 

^TASK Reconcile a banl^ statement 


-X 

* r i>Qn e ii umu e r 


(716) 43.7-2217 




^ 1979-1980^ Task V/ ' 07-03-02 


ISSOE Region 


13 


/ ■ 


1980-1981jra8k #^ / 


V-TECS Number 






" » * ^ 


MATERIALS BEST SOlTED^FOR: 
Individual 'Instruction 


Handicapped' (Describe) 








X* Group Instruction 


Other (Describe) 




1 . — • ^-ii 



INSTRUCTIONAL LEVEL(S) 
Introd^ictbry ♦ 



GRADE : 
X 10 



SbI'LITY: 



X ' Basic 



X Advanced 



X 11 
X 12 



X B elow Average Performance 

X A verage ^^e r f orm^njce 

X A bove Average Performance^ 



MATERIALS USED : * 
« " Textbook 



Workbook • 



Other Printed Material (Describe) 



Audio Visual .Material (Describe^ 



jC_Sl(nulations/Demonstgations field trip and/or resonrre ppfsna 
2 ^Other (Equipment, Supplies, EtQ.) , 



Titlel 



Auth<^r(s) : Qoptact local commercial bank 

Publisher :_ 

Pages used: 



_Editli3n_ 



COMMENTS : Content^ 



Clarity 

Illustrations ' ^ " 



^ Organization 
Readability^ 



_Length_ 



Motivational Qualities ' / 

Includes: _ ' Student Directions ^Qu^Lzzes 



Copyright Date_ 
Cost 



7 



Teacher Aids 



Teacher Comments: 



r - 



ERIC 



116 



122 



i 



^ ' ISSOE MATERIALS REPORTING FORM 

COURS E Business ,QMlce School Name and Address Rushford Central School. 

UjlIX Financial & Recordkeeping Systems ; 



MObUfcE Banking, Procedures 
* 

TASK Reconcile a 'tank statement 

1979- 1980 Task jjf 07^03-02 

1980- 1981 Task # : 



Instructor. 



Jane Hill 



Phone Number (716) 437-2217 



ISSOE Regio n 13 



V-TBCS Number 



MATERIALS BEST:. SUITED FOR ; 

Individual In^ruction 

X G roup Instruction 

INSTRUCTIONAt LEVEL (S) : 
X In t r oduc t ory 
X Basic 



GRADE 



X Advanced 



X 11 
X 12 



Handicapped (Describe)_ 
Other (Describe) 

/ 



ABILITY ; 

y B elow Average Performance 



MATERIALS USED ; 
• • Textbook 



Workbook 



X A verage Performance 

X A bove Average Performance 

, •J 

Other Printed Material (Describe) 



Audio Visual Material (Describe)_ 
Simulations/Demon's trat ions 



X Other (Equipment, SuDPlies.^Etc>) Riirieti.n board dis play nf H-tffprP.nt rhprking nrrount 
records, a bank statement, and a reconciliation that has been completed 



Title: 



Author(8)i_ 
Publisher: 



Edition 



-8|)pyfight Date [_ 



Cost 



Pages used;_ 



COMMENTS: Content 



Clarity_ 



Organ ization_ 
Readability_ 



_Length_ 



Illustrations 

Motivational Qualitles_ ] ^ ] 

- Includes: Student Directions ^Quizzes _2 ^Teacher Aids 



^^Teapher Comments :_ 



ERiC 



117 



123 



ISSOE^MATERIALS REPORTING FORM 



COURSE- Business Office 



School Name, and Address Pioneer High School 



UjjXT^^i^^^^i^^ ^ Recordkeeping Systems 



MODULE Inventory 



George Pryor 



Instructor_ 

TASK Maintain a perpetual stock inventory Phone .Number (716) 492-4600 



1979- 1980 Task iif 07-04-01 

1980- 1981 Task # 



ISSOE Regio n 



V-TECS Number 



P 



MATERIALS BEST SUITED FOR ; 
X Individual Ii^^truction 



Group Instruction 



Jlandi clipped (Descirtrfbe) 
Other (Describe) 



INSTRUCTIONAL '^LEVEL(S) ; 
, Introductory 



X Basfc 



X Advanced 



GRADE ; 
10 

X 11 
X 12 



ABILITY; 



Below Average Performance 



X ^A verage Performance 

A bove Average Performance 



MATERIALS USEP ; 
Textbook ' 



j( Workbook 



Audio Visual Material (Describe) 



Simulations/Demonstrations 

J)ther (Equipment, Supplies, Etc»)_ 



Title; Typewriting Office Practice Set 



Other Printed Material (Describe) 



Author(s) ; 



Pub 1 i ?he r : Sou tliwes tern 



Pages used:_ 



COMMENTS : Con ten t_ 
Clarity_ 



Illustrations 



4i 



Editio n 6th C ot^right Date_ 
* Cost 



\ 

_Organization_ 



Readability_ 



_Length_ 



Motivational Qualitiesj ^ t 

Includes ;. ^ • . Student Directions ^ Q uizzes ' ^ Teacher Aids 



Teacher Commepts; Use - practical applications 



ERIC 



118 124 



ISSOE MATERIALS -REEpRTING FORM 



COURSE Business Office 



E^ING : 



School N&me: and Address Pjoneer "High School 



UNIT Financial & Recordkeeping Systems 



MODULE Inventory 


Instructor George .Pryor 


TASK Maintain a perpetual stock inventory f phone dumber (716) 492-4600 


1979-1980 Task # 07-04-01 


" ISSOE Rexion 13 , ^ 


^ 198ff-1981 Task # 


^ • V-TECS Number ^ ' 


MATERIALS BEST SUITED FOR: 
X Individual Instruction 


Handicapped (Describe) 


Group Instruction 


Other (Describe) V 


INSTROCTIONAL L£VEL(S): ' 
Introductory 


GRADE? ABILITY: 

10 Below Average Performance, 


Basic 


X 11 *^ - X Average Performance 


X Advanced 


X 12 Above Average Performance 



MATERIALS USED : 
Textbook 



x Wqrkbook 



Other\rinted Material (Describe) 



Audio Visual Material (Describe) 



X Simulations/Demonstrations include transparencies (T80?) 



Other (Equipment » Supplies^ Etc%*)_ 



Title : LAB Materi;^! , Hyrle -^^h 
Author(s) : 



Publisher ; Southwestern 



Pages used;_ 



COMMENTS: Content 



Clarity_ 



Illustrations 



Edit-tO n — ^ , Copyright Date_ 
Cost 



Motivational Qualities_ 

Includes: x S tudent Directions/ 



_Organization_ 



Re a dab 



_Length_ 



Quizzes . 



X Teacher Aids 



Teacher Comments :_ 



Used for demonstration & use of material 



ERIC 



119 



l2o 



ISSOE ^(ATER^AtS. REPORTING FORM; 



COURSE 



Business Office 



School Name and Address Mt. Vernon H.S. 



UNI T Financial & Recordkeeping Systems 

.MODUL E Inventory Instructor_ 



Irene Schindler 



TAS K Maintain a perpetual ^tock inventory Phone Numbe r (914) 668-6580 

1979- 1980 Task it 07-04-01 ISSOE Region 3S ^_ 

1980- 1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
Individual Instruction 



X G roup Instruction 

INSTRUCTIONAL LEVEL (S) ; 

Introductory 

X Basic 



JIandicapped (Describe) 
Other (Describe) 



GRADE: 
X 10 
X 11 



Advanced 



12 



ABILITY ; ^ 

X B elow Average Performance 
X A verse Performance 

I ^Afeove Average Performance 



MATERIALS USED ; 
X Textbook 



^ Workbook * 



^Audio Visual Material (Describe)_ 
Simulations/Demonstrations 



^Other Printed Material (Describe)_ 



J)ther (Equipment, Supplies, Etc.)_ 



Title: 



General Recordkeeping 



.Author(s) ; Huffma^i and Stewart 
Publisher : Gregg/McGraw Hill 



Pages used: >p. 485-488 

COMMENTS : Content Clear & Complete 
• Cla r i t y Good 



Illustrations :^ Appropriate. 
Motivatiohai Qualit2les_ 



^ Edition : 7 ^C opyright Date 1976 
J C os t -$9.57 : 



_Length_ 



Organizatio n Good" 



Jlead ab i 1 i t y Appropriate for 10-11 



Brigf 



Includes:* x Student Directions - y Quizzes' 



Teacher Aids 



Teacher Comments: 



ERJC 



120 



'7 9o 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Mt. Vernon H.S. 



UNIT Financial & Recordkeeping Systems 






t!6DULE Inventory 


Instructor Irene 


Schindler 




TASK Maintain a perpetual stock .inventor^phone Number (914) 


668-6580' 


— I — 


1979-1980 Task 07-04-01 


• ^ ISSOE Region 3S 


^ 




1980-1981 Task #^ 


VtJECS Number 


If 




MATERIALS BEST SUITED FOR: 








Individual InstructiAn 


Handicapped ,, (Describe)' 




4 



<^^ ^x G roup Instruction 

INSTRUCTIONAL LEVEL (S) ; 

Introductory 

X Basic 



GRADE : 
X 10 



Other (Describe) 



Advanced 



12 



MATERIALS USED ! 
J 

^ ^Textbook 



^ Workbook 



^Aiidio Visual Material (Describe )_ 
Simulations /Demonstrations 



Other (Equipment, Supplies, Etc.)_ 



Other Printed Material (Describe)^ 
" ' fi : 



ABILITY : 

X B e low Average Performance 
X A verage Performance 

^^bove Average Performance, 



General Recordkeeping 



Title ; 

Author (s) ; Huffman and Stewart 



^ Publisher: Gregg/MqGraw Hill 



images used: 251t253 



COMMENTS: Content Good 



Cla r iity Satisfactory 



Edition 7 C opyright Date 1976 
^ ^Cost 



^Organizatio n ^^^^^ 



_Readab il i ty Ap^^^p^-i ^^ in^n 



Illustrations - Numerous/in r.oToi* Lengt h ga?-<Qf r^rhrtt-y 

Motivational Qualities • ; 



Includes : 



Student pirections 



Quizzes 



Teacher Aids 



Teacher Comments: 



4 



ERIC 



121 



127 



■»; • . • ... ^ - 

ISSOEl MATERIALS REPORTING FORM » . * 

cours e' Business Office ' ' School Na^ and ^Addres^ Mt, Vernon H,,S. 



UJIXT Financial's Recordkeeping Systems 
MODULE Inventory 



Instructor Irene Schlndler 



^TAS K Main tain a perpetual stock Inventory Phone -Number (914) 668-6580 

^ ' ^ 7'- 

1979-1980 Task j? 07-04-01 ' JSSOE Region 3S 

^ V-TEGS NumJ^er •_ 



1980^1981 Task # 



MATERIALS BEST SUITED TOR ; 

Individual Instruction 

Group Instruction 

INSTRUCTIONAL LEVEL (S) : 

Introductory • 
Basic 

Advanced 



Handicapped (Describe) 



Other (Describe) 



GRADE ; 

10 ' 

11 

12 



ABILITY: 



_Below Average Performance 
_Average Pei^fgrmance 



Above ^erage Performance 



MATERIALS USED ; 
Textbook 



Workbook 



Other Printed Material (Describe) 



^Audlo Visual Material *(Descrlbe)_ 
^Slffli^la tlons /Demons tr^a t Ions 



Other (Equipment, Supplies, Etc.)_ 



Atithor(s) ; 
Publisher; 



Learning Actlvl\:y Packet 



Edition 



Copyright Date_ 
Cost 



Pages used:^ 



COMMENTS ; Content_ 
Cl3lrlty_ 



_0rganl2atlon_ 
Readability 



Illustrations 



Motivational Qualities^ 
Includes ; 



'Lengt tf 



Student Directions 



Quizzes 



Teacher "Al'ds ' 



Teacher Cotmnents; 



ERIC 



122 



i28 



business Office 



:OURSE 

JJNIl / Financial & Recordkeeping S ys terns 
MODULE Inventory 



' ISSOE MATERIALS REPORTING' F^ORM * * 

. - School Name and Address Mt* Vernon H>S« 



Instructor Irene Schindler 



TAS K • Maintain a perpetual stoc k inventt)r^hone Numbe r (914) 668-6580 

1979- 1980 Task It 07-04-01 ' ISSOE Region .3S J x 

1980- 198l^Task # ' V-TECS Nuinber_ 



MATERIALS lEST SUITED FOR ; 

Indi^^dual Instruction 

Group Ins true ti'tm 



Handicapped (Describe)^ 



INSTRUCTIONAL LEVEL (S) 

Introductory 

^Basic 

. Advanced 



GRADE: 



Other (DescriH)e) 



ABILITY: 



10 
XI 
U 



_Below Average Performance 
Average Performance 
Above "^Average Performance 



MATERIALS USED : 
Textbook 



Workbook 



Other Printed Material (Describe)^ 



_Audio Visual Material (Describe)^ 
Simulations /Demonstrations • 



^Other (Equipment, Supplie^, Etc.). 

Title : ^ Practical Recordkeeping 



Author (s) :_ 
Publisher: 



Baron ^ Steinfeld. Schulthesis 
Southwes tern 



Edition 



^Copyright Date 3^980 
Cost 



-Pages used: ^ 

Comments : content 



Clarity 



___0rgani2ation^ 
Re"adability_ 



Illustrations 



Length__ 



Motivational Qualitie s^ r _^ — 

Includes: Student Directions ^Quizzes ^Teacher Aids 



Teacher Comments: 



ERIC 



-TTT 



129 



•ISSOE MApRIALS REPORTING .FORM ' 



COURSE Business Office 



. School- Name .and- Address Mt> Vernon H>S. 



UNI T Finagcial & Recordkeeping Systems 

* 

MODUL E - Inventory 



Instructor -Irene Schindler 



W TAS K Maintain a perpetual stock inventory Phone Numbe r (914) 668-6580 



1979-1980 Task » 07-04-01 



1980-1981 Task 



ISSOE Regio n 3S 



MATERIALS BEST SUITED FOR ; 

Individual Instruction 

X G r6up^ Instruction 



INSTRUCTIONAL LEVEL (S) 

Introductory 

X Basic 



Advanced 



GRADE : 
^ 10 
X 11 
' 12 



V-TECS Number_ 

Jlandicapped (Describe )_ 
Other (Describe)^, 



ABILITY: 



^Below Average Performance 

X A verage Performance 
^Above Average Performance 



MATERIALS USED : 
Textbook 



Text-workbook combination 

'workbook Other Printed Material (Describe)^ 



_Audio Visual^J^fteriar (Describe)_ 
Simula tiorts /Demonstrations 



V 



Other (Equipment, Sup{>iies, Etc.). 



Title: 



Developing Bookkeeping^skills 



Author (s) : 
Publisher: 



Wallace W. Kravitz 



AMSCO School Publications 



339-351 



Pages uSBd: 
COMMENTS ; Content « Satisf actprv 



Editio n 1st C opyright Date 1978 
Cost 



Clarit y Satisfactory 



Illustration s Numefous/all °in >ftlack L ength * 

and ymite 




rganization TPxt>- TJnrVKnnk 



R^adability_ 



Cnnd.fnr 



Not too at tractive, hut do^s the iob 



Motivational Qualitie3_ 

Includes: ^Student Directions ^Quizzes Teacher Aids 



Teacher Comments: 



ERLC 



124 



130 



ISSOEiiATERIALS REPORTING FORM 



COURS E' Bu»ines3^ Office 



School Name and Addres s Rushford Central School 



T 



' fnstructor Jane Hill 



iroi T FinanclaX & Recordkeeping Sy stems 

kODULE Inventory 

TASK Maintain a perpetual stock i nventory Phone^Numbe r (71^) ^37-2217 
07-04-01 



1979-1980 Task It 

'■1980-1981 Task #__: 

MATERIALS BEST SUITED Fok : 

^ Individual Instruction 

X G rbup Instruction 

Instructional level ^s) ; 

X Introduct,dry 
X , B asic 
Advanced 



. LSSOE.Rej^io' n 13 



V-TECS Number_ 

5y * ■ * -J 



JlandicSpped TDeujcrfbeV 
Other ^(Describe) 



GRADE ; 
X 10 



X 11 



ABILITY ; 

^ X B elow, Average Performance 
X A verage Performance. 



X 12 



Above' Average Performance 



MATERIALS USED ; 
X . Textbook 



X Wprkbook 



Other Printed Material (Describe) Source Book 



Audio Visual Material .(Describe) Transpar encies available 



tests 



Simulations/Demoi^strations_ 
Other (Equipment, Supplies, Etc,)_ 



Title: G^^^'r^l Recordkeeping 

A ^u^^f^\ . Huffman Stewart 
Author(s; ; ^ 

Publisher: ^^^^^ 1 



0 th Ed.,, 



Edi t ion ^ ^" C opy r ight ^Date 1976 
.Cost^ $10.47 



?^ges used: 544 



COMMENTS : Con t en t 
jClarity^ 



111 us tra t ion s ^ Large-sized 
Motivational QualitieL3_ 



_0rgani2at ion.^ Easy, to follow fonri^t 

_Read^ilit y 1_ 

_Length ^ ^ 



Includes: S tudent^ Directions- X Q uizzes JL-Teacher Aids 



Teacher Comments; 



er|c 



. 125 



' 131 ' " 



COURSE Business OfficS 



ISSOE MATERIALS REPORTING FORM 

' . ' ' ' • School Name and Address Rushford Central School 



UNIT ^ Flrfanclal iSt Recordkeeping S ystems 
MODULE Inventory 



Instructor 



Jane Hill 



.TAS K Maintain a perpetual stock inventory Phone Numbe r (716) 437-2217 

1979- 1980 Task # 07-04-01 

1980- 1981 Task # 



ISSOE Regio n 13 



V-TECS Numbe^r 



MATERIALS BEST SUITED FOR : 
•Individual Instruction 



X- G roup instruction- 

INSTRUCHONAL LEVEL (S) : 

X Introductory 
. X- Basic 



handicapped (Describe) 
Other' (Describe) 



Advanced 



GRADE; 
X 10 
X II 
X 12 



ABILITY : ' ' . " . 

X B elow Average Performance* 
X * A verage Performance 

Above Av,erage .Performance 



MATERIALS BSED : 
X T extbook 



In Press 
X Workbook^ 



Audio Visual^flaterial (Describe) 
Simulations/De^nstrations 



jOther Printed Material (Describe) Tests. available 
^ " (in iJress) . 

• .—3 



Other (Equipments Supplies, Etc.)_ 



Title : Practical Recoi^dkeeping^ ^otirse\T 



Author(s) Baron, Steinfe^d, Schnltl^fiitfa 
Publisher : Southwestern 
Pages^ used; 



COMMENTS : Con ten t_ 
Clarity^ 



Illustrations 



' Motivational Qualities^ 



J Editio n 5th 'C opyright Date 

Cost $9.60 (1981) 



Organi2ation_ 



__ReadabliJ.ty_ 
Length 



Includes: ^ Student Directions X Q uizzes X T eacher Aids 



Teacher* Comments: 



ERIC 



i26 



132 




issoE materialIs reporting form - ' ^ . 

COURSE- Business Office ' * School Name and Addres s R^shford Central School 

' 1: ' 

UNIT Financial & Recordkeeping Systems * 



MODULE ^Inventory - Instructo r . U±ll 



jf r^p^^ ^l^dxitain a/^erpetual stock i nventory phone Number '"^ (7^^) ^37-2217 



1979-1980 Ta^k # O7t04-01 ISSOE Region 13 



1980-I98l/Task # - V-TECS Number^ 

. MAT ERIALS BEST SUITED FOR ; ^ 4r 
\ >^ 

Iijdividual Instruction ^Handicapped (Describe)^ 

^ Group Ihstruction . ^ ^Other (Describe) 



INSTRUCTIONAL' LEVEL (S) ^ GRADE ; ABILITY: 

X Introductory ^ X 10' ' ' ^ ■ ^ B elow Average Performance . 

X Basic * ^ X 11 - X A verage Performance • \ 

Advanced . X 12 * . A bxjve Averag^ Performance 



^ MATERIALS USED: 



Textbook Workbook x O ther Printed Jlaterial .(Describe) pi^^rMri?- gpt^ 



J^udio Visual Material (Describe) --^^'^ y \ — 

Simulations/Demonstration s 1 

Other (Equipment, Supplies, Etc.) i_ 



tr 



Title ; Business Recordkeeping^ Practice Set 



Aujthor(s) ; Noble Fritz ^Editio n 2nd C opyright Date 1974 



Publisher; Grege . N ^ Cost $4.47^(1981) 



Pages used: * 

COMMENTS ; Content^ ^ ^ O rganization^ 

Clarity . ' ^Readability^ 



Illustration s X L ength 

^"""^ Motivational Ciualitiea_ 



""^Includes; ^Student Directions X Q uizzes ^ T each^ Aids 



^ „ - , ^ This practice set has *been^ updated by. "Supersonic/sounds, A Business 
'Teacher Commeiyts . > ^ a ^ ^ = — — rt ' 

Rgcor<lkeef>lng PrartHrp Rpt-", ThH.rH KH . , Fr^ t^yi, Vprfh r. 1981. 



rnfif S^.A7 (tent.) 

0 



,Er|c ' ^ ■ ^127- /^^33 



COURSE Business Office 



issoE materialstreporting form 

^ . School Name and Address Rushfofd Central School^ 



UNIX Financial & Recordkeeping Sys-tems 



MODULE Inventory Instructor 


Jane Hill , 




TASK Maintain a Perpetual Stock Inventory Phone Number 


(716) 437^2217 




1^?9-1980 Task # 07.-04-01 ISSOE Region 


1 

13 




1980-1-981 Task # ' V-TECS Number 


s 




.MATERIALS BEST SUITED FOR: 

Individual Instruction Handicapped (Describe) 







Y G roup Instruction 

'INSTRUCTIONAL LEVEL ( S) : 
^ Introductory. 
^ Basic 



Other (Describe)' 



Advanced 



^GRADE: 
X 10 

JL 11 



I^ILITY: 



^ B elow Average -Performance 
^ A verage Performance 

A bove Average Performance 



MATERIALS USED ; 
Textbook 



J_Workbook ^ Other^Printed Material (Descrjbe)_ 



Audio Visual MateriaL (Describe) 



Simulations /Demonstration s Bulletin hoard Hi splay of-^frirk rpmrH 



X O ther (Equipment, Supplies, Etc.) rnmplPtPH rprHc Qfintjing m^^foViiinH-f r^^^eiv^d/ issued and 

* ^ • balances 

Title : . ' ^ - >^ . ^ , ^^^^ 



Author(s') :_ 
Publisher: 



Editio n ' ^ C opyright Date_ ^ 

Cost 



Page^^ u^ed: 



COMMENTS- : Coil ten t^ 
' . * Clarity_ 



Organizatioit_ 
R^adabiLl^yJ_ 



A/ 



Illustratiotis 



_Length_ 



-J Motivational Qualities 
Includes: 



Studfent Directions 



Quizzes 



Teacher Aids 



Teacher Comments: 



ERIC 
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* COURS E Business Office 

flbi T Financial & Recordkeeping Sy s t ems 
MODULE ^'Ifef^^ses & Sales Document s 



TASK • Complete a pur chase order 
1979-1980 Task # Q7»-Q5r01 
1980^1981 Task # ' 



MATERIALS BEST SUITED FOR^ 
X Individual 'Instruction 







REPORTING -FORM 


\ * 

o 


School Name and 


Address Pioneer High School 






Instructor 


George Pryor 


Phone Number 


(716) 492-4600 


ISSOE Region 


13 « 


V-TECS Number 


\ 


A • 

aed ^Describe; 


1 

, 



X- Group Instruction 



Other (Describe) 



INSTRUCTIONAL LEVEL(S) : 

Introductory 

' . B asic-. 
X A dvanced 



GRADE ; 
> 10 

.11 



12 



MATERIALS USED ; 
^ Textbook 




X Workbook 



Other Printed Material (Describe) 



J;;^dio Visual Material, (Describe)^ 
Simulations/Demonstration^ 



Other (Equipment, Supplies, Etc.)_ 



ABILITY ; 

^Be low 'Average sPerf ormance 

y . A verage P^formance 
^Above Average. Per formancfe 



Title ; ^ Century 21 AccQuntln^ Advanced Course. 
Author (s) \ 



Publisher Southwestern 
Pages used; 



_^ Editio n 2nd ^ Copyifight Date_ 

Cost '-^^ - ' * 



COMMENTS; Content 



Clarity^ 



Illustrations 



Organ ization_ 
_Readability_^ 
_Lengtii 



Motivational Qualities • 



Includes; . x Student Directions x Q uizgtgs • x_ 



Teacher Comments; 



Teacher Aids 



. ISSOE MATERIALS REPORTING FORM' 



Business Office 



COURSE 

UNIT Financial & Recordlcfeeping Systems 
Purchases & sales documents'^ 



MODULE 
> 'TASK 



School Name and Address Mt. Vernon H.S> 

K >^ ^^J 

»In s t r u c t^ t Irene Schladl^r 



Complete a purchase order 



Phone Number (914) 668-6580 



1979-1S80 Task // 



o\-05- 



01 



ISSOE Region 3S 



1980-1981 Task 



V-TECS Number 



MATERIALS BEfST SUITED FOR ; 

. ;Individuar Instruction , ' 

X G roup Instruction 

INSTRUCTIONAL LEVEL ( S) ; . ^ 
. Introductory 
^Basic 
Advanced 



_^Hand^capped (IJescribe)^ 
Other (Describe) 



GRADE: 



ABILITY: 




k 10 
. ^ 11 
12 



Below Average Performance 



jc ^Average Performance 

^Above Average Performance 



MATERIALS USED : 
X Textbook 



Workbook 



^Audlo Visual Material (Describe )_ 
Simula tions /Demons trat ion3 



_Other Printed Material (DescrjLbe) 



_Other (Equipment, Supplies, Etc,)_ 



Title \^ " Accounting 10/12 

Authorvj^s) : 

Publisher: 



Pages, used: 

COMMENTS : Conten t c^mplfitte 



Weav^t- , Hannd , Freeman » Brower ^ Smiley E di t ion ' 3_ 

Gr^gg/MbGraw Jiill ^ \ ^ 



Clarit y Good 



_Qrganizatiori_ 
Readability 



Illustration sNumerous/effectivG use L ength 

Motiva^tional Qualities_^£_^^^ff \ 

Includes: Student Directions Quizzes 



_Copyright Date_ 
Cost <:q 



1977 



Fairly dlffia z: 



7^ 



Teacher Aids 



Teacher Comments: 



























r 










t - 






M 

















0 

ERIC 
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rSSOE MATERIALS REPORTING FORM 



COURS E* Business Office - 

TOI T Financial & Recordkeeping Sy s terns 
MODULE Purchases & Sales Documen ts 
TASK Complete a purtihase order 

1979- 1980 Task # 07-05-01 ' 

1980- 1981 Task # 



School Name and Address Pioneer High School 



.5^il6astructor_ 



George Pryor 



•Phone Number (716) 492-4600 



ISSOE Region ]^ 



V-TECS JJumber 



MATERIALS BEST SUITED FOR ; 

X I ndividual Instruction 
Group Instruction 



H andicapped (Describe)^ 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) 
^•gjfe^^ In tr oduc tory 

Basic ) 



GRADE : 

^ 11 



ABILITY : 



Below Average Performance 



^ Advanced 



X 12 



X A verage Performance 
Above Average Performance 



MATERIALS US: 
Textbook 



X W orkbook 



Oth^a^ Printed Material (Describe)_ 



J^udicL.Visual Material (Describe)^ 
Simulations /Demons trat ions ' 



Other (Equipnjexit, Supplies, Etc.)_ 



Title : Typewriting,^ Office Practi ce Set 
Author (s) ; i \ 



' Publi sher ; Sou thwes t em 



, Pages used: 



COMMENTS: Content 



Clarity_ 



Illustrations 



Motivational Qualities_ 



Editio n 6th C opyright Date__ 



Includes: x Student Directions 



Teacher Comments;^' 



Organization^ 



Readability^ 



Lengthy 



Quizzes ^ X Teacher Aids 



131 




COURSE. Business Office 



ISSOE MATERIALS REPORTING FORM 
* School 'Name and Address Mt. Veirnon H.S. 



UNI T Financial & Recordkeeping Sys terns 
MODUL E Piircha^s? and sales docuin en t s 

TASK Complete a purchase orde r 

. 1S79-1980 Tas^ jjf 07-t-O5-Ol 

1980-1981 Task # 



Instructor Irene Schindler 



Phone Number (914) 668-6580 



ISSOE Region 3S 



V-TEGS Number' 



MATERIALS BEST SUITED FOR: 



Individual Instruction ^ Handicapped (Describe) 



X I G roup Instruction 
f 

INSTRUCTIONAL LEVEL (S) : 

Introduttory 

X Basic 



Other (Describe) 



7^ 



GRADE : 
X 10 



ABILITY: 



_^Below Average Performance 



Advanced 



>x 11 
12 



Average Performance 

Above Average Performance 



MATERIALS USED : 
X TefXtbook 



Workbook 



Other Printed Mateirial (Describe)_ 



_Audio Visual Material (Describe) 
Simulations /Demonstrations 



^Other "^Equipment, Si4pplies*, EtcO_ 



Title: 



Modem Bookkeeping and Accounting 



Author (s) :_ 
Publisher: 



Morris, Millex^ Janis 



Fearon-Pitman 



Edition ' -2, Copyright Date 1973 
Cost $8.97. , 



Pages used: 231-235 ^ 



COMMENTS ^ -Content Good 



Organiz a t ion ' .oo<^ 



Clarit y Satisfactory 



^Illi^tr^tions NumerousVin color 

l^nal Qualities 'Attractive 



Readabilit y " ApjiyopriatB for 10-11 
_Lengtb Satisfactory . 



' ' Includes: Student Directions ^ ^ Quizzes^ 


Teacher Aids 




4 


Teacher Comments: 












, -»- 






."^V . V — — 






-Ji 











ERIC 



ISSOE MATERIALS REPORTING FORM 



ICOURS^ Business Office 



School Name and Address Whitesville Central 



milT 



Financial & Recordkeeping systems 



MODUL E Purchas'es & Sales Doci^m en t s 
XASK Complete a purchase ord er 
-1979^-1980 Task jjf 07-05-01 . 
1980-1981 .Task # . ^ 



Instructo j^ Louise Rogers 



Phone liumber (607) 356-3301 



ISSOE Region 13 



V-TECS Number 



MATERIALS BEST SUITED FOR : ^ 
X Individual Instruction 
X Group Instruction 



^Handicapped (Describe)^ 
^ther (Describe)_; 



— ^-^SfR UCTIONAL LEVEL (S) : 
Introductory ^ ■ 



GRADE : 
X 10 



ABILm; 




^X 11 



X 12 



^ B elow Average Performance 
X A verage Performanc'fe 

Above Average Pefformailce 



Workbook 



Other Printed Material " (Describe)^ 



J^udio Visual Material (Describe)_ 
Simul^fions/De^onstrations 



Other CEquipment, Supplies, Etc.)_ 



Title : 



Century 21 Typing Textbook 



Author (s) : Lessenberry. Crawford. Erickson. Beaumon& dition^ 

Robinson 



Publisher: 



Sou thyes tern 



Pages^ used: pp. 273-279 proble ms and illustrations 

COMMENf S : ton tent _| O rganization, 



Glarity_ 



Readability_ 



Illustrations 



_Lengtfa_ 



^Copyright Date 1072" 
Cost 



Motivational Qualities ■ , I 

•Includes: Student Directions ^Quizzes • Teacher Aids 



Teacher Comments: 



0 

.ERIC 
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* ISSOE MATERIALS REPORTING FORM 



COURSE Business Office 



Uj^I-j Financial and recordkeeping systems 
» ^ , 

MODULE Pui^chases and sales document^ 
TASK ^ Complete a purchase order 
1979-1980 Task t 07-05-01 



1980*1981 Task # 



SchooJ. Name -and^ kddress Whitesvillg Central 

Instructo r Louise Rogers r 

Phone Numbe r (607) 356-3301 

ISSOE Regio n '^^ » ^ 



V-TECS Number 



MATERIALS BEST SUITED FOR : 
X Individual Instruction 



X G roup Instruction 



INSTRUCTIONAL LEVEL (S ) :, 

Introductory 

X- B asic 
Advanced 



MATERIALS USED : 
x Textbook 



\ 



_Handicapped (Describe) 
Other (Describe) 



GRADE ; 
X 10 



_X_«11 

JL;2 



Workbook 



^Audio 'Visual Materi^l^ (Describe) 
Simulations/Demonstrations^ 



Other (Equipment, Supplies, Etc.)_ 



ABILITY : 



Belov Average Performance 



X A verage Performance 



_Above Average Perfonnance 



Other Printed Material (Describe) 



Title: 



Gregg Typing, Series 6 Typing 1 



Author (s) : Lloyd, W-TngPr, RnuP 
Publisher: McGraw-Hill 



, Pages used: pp. 128-129 probl ems and illustrations 

COMMENTS : Content [ O rganization 

^ Readability 



_Edition ^J^opyright Ifat e^ iqjj 

' C ost 

7^ 



Clarity 

Illustrations 



_Length_ 



Motivational Qyalities_ l_ 

Includes: Student Directions Quizzes Teacher Aids 



V 



Teacher Comments: 



ERIC 
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ISSOE MATERIALS REPORTING FORM 



7^ 



Business^Of f ice 



:OURSE 

<« 

DNUfc. Financial & Recordkeeping systems 
o/^* — " 

MODULE Purchases and^*sales docume nt s 
TAS K Complete a purchase order 



School Name and Address Whitesville Cfentral 



Instructor Louise R ogers 



Phone Number (607) 356-3301 



1979- 1980 Task^#_ 

1980- 1531 TasK, #_ 



07-05-01 



ISSOE Regio n 13 



V-TECS Number 



MATERIALS. BEST SUITED FOR : ' 
^ Individual Instruction 
^. Group Instruction 



_Jlandicapped (Descri^e.)_ 
Other (Describe)^ 



t 



INSTRUCTIONAL LEVEL (S) 
_^I,n^oductory 
_Basic 
Advanced 



GRADE ; 
X 10 



X 11 



X 12 



MATERIALS USED : 
^X Textbook 



Workbook 



ABILITY : . 

• ^Below Average Performance 

' X A verage Performance 
^Above Average Performance 

Other Prfcted Material (Despribe) 



Audio Visual Material (Describe)_ 
Simulations /Demonstrations 



Other (Equipment , . Supplies Etc . )_ 



Title: 



Applied Business Mathematics 



Author (s) : Piper', Fairbank, druber 
Publisher: 



Edition 9 



Southwestern 



Clarity 



Illustrations 



Jleadability_ 
J-engtii 



Copyright Date 1970 
Cost 



Pages used: PP» 372-396 problems and illustrations 
COMMENTS : Content J)rgani2f^tion_ 



Motivational Qualities_ 

Includes:, -Student Directions - Q uizzes - Teacher Aids 



Teacher Comments 



fee 
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141 



COURS E Business Office 

UNI T Financial & Recordkeeping systems 

MODUL E^ Purchases and sales docum ent s 

TASK Complete a purchase order 
? ^ ^ 

1979- 1980 Task // 07-05-01 

1980- 1981 Task # 



ISSOE MATERIALS REPORTING FORM 

o 

School Name and Address Whitesville Central 



Instructo r Louise Rogers 



Phone Number (607) 356-3301 



MATERIALS BEST SUITED FOR: 



X Individu^ 



Instruction 



ISSOE Region 13. 


V-TECS Number 








Handicapped (Describe) 




t 


t 



_X Group Instruction 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) 

Introductory 

X Basic 



Advanced 



GRADE ; 
^ 10 

JLii 

X ^ 12 



AB-ILITY: 



_Below Average Performance 



^ A verage Performance 



Above ' Averages-Performance 



MATERIALS USED ; 
Textbook 



Work 



:b^ * 



J^udio Visual Material (Describe)_ 
Simulations /Demonstrations 



jOther Jrinted Material <Describe)_ 



X Other (Equipment, , Supplies, Etc>) overhead projector 



Title: 



Author (s) : 
Publisher: 



Pages used:_ 



COMMENTS; Content 



Edition 



^Copyright Date_ 

^ Cost 



jOr garfiz a t i on_ 



Clarity 

/ Illustrations 



_Readability_ 



Juength^ 



Motivational Qualitie s 

Includes: ^Student Directions ^Quizzes Teacher Aids 



Teacher^ Comments : 



f 



ERIC 
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KSOE MATERIALS REPORTING -»FORM 



COURSE Business Office 



School Name and Address Whltesvllle Central 



IjjIIX F inancial and Recordkeeping systems 
MODULE Purc hases and sales docum ents 
TAS K Complete a purchase order 

1979- 1980 Task 07-05-01 

1980- 1981 TaskXJ 



Instructo r Louise Rogers 



Phone Number (607) 356-3301 



ISSOE Regio n 13 



V-TECS Number 



MATERIALS BEST SUITED EOR : 
X In<iividual Instruction 
X Group Instruction 



^Handicapped (Desbribe)^ 
Other (Describe) 



INSTRUCTIONAL LEVEL (S) : 

^Introductory 

X Basic 



Advanced 



GRADE ; 
X 10 
X 11 
X 12 



ABILITY: 



Below Average Performance 
_Average Performance ; 
Above Average Performance 



MATERIALS USED : 
" Teictbook 



Workbook 



_Audio Visual Material (De^cribe)_^ 
Simulations /Demonstrations g 



X O ther Printed Marprlal. (Describe) <^f pnographers 

Preference manual 



Other (Equipment, Supplies, Etc,). 



Title: 



Author (s) :^ 
Publisher: 



Pages used: 



COMMEOTS: Content 



Glarity_ 



Illustrations 



Motivational Qualitie3_^ 



Edition- 



jOrganization_ 
Readability_ 



Lengthy 



^Copyright Date_ 



Cost 



Includes: 



Student Directions 



Quizzes 



Teache 



r Aicft 



. Teacher Comments: 



ERLC 
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ISSOE MATERIALS REPORTING FORM 



COURSE 



Business Office 



. UNI T Financial & Recordkeeping systems 
xMODULE oPurchases'- and sales docum ents 
TAS K Complete an invoice, . ^ 

1979- 1980 Task 07-05-02 

1980- 1981 Task # 



School Name and Address Whitesville Central^ 



Inst*uc to r Louise kogers 
Phone Numbe r (607) 356-3301 
ISSOE Regio n 13 ^ - 



V-TECS Number 



MATERIALS BEST SUITED^ FOR ; 
X Individual Instruction 
X Group Instruction 



Handicapped (Describe) 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) 
In t r oduc t ory 
X B asic 
Advanced 



.GRADE: 
X 10 
Y 11 
X 12 



ABILITY: 



_Below Average Performance 



Y A verage Performance 



_Above Average Performapce 



MATERIALS USED : 
V Textbook 



Workbook 



jOther Printed Material (Describe)^ 



jAudio Visual Material (Describe)_ 
Simulations/Demonstrations ' 



Title: 



_Other (Equipment, Supplies, Etc.) 



Century 21 Typing Textbook 



Author(s) : Lessenberry, Crawford, Beaumont^ Robinson E ditio n . C opyright Date 1972 
Publisher : ^ Southwes tern ^Cost 



Pages-used : 201 



COMMENTS :^ Con ten 
Clarit' 




Illustrations 



Organ ization_ 
Readability_ 



Length_ 



Motivational Qualities 
Includes: 



Student Direction? 



Quizzes 



Teacher Aids 



Teacher Cotillnents:- 



\ 



ERLC 



138 



ISSOE MATERIALS REPORTING FORM 



COURS E Business Office 

UjIXT Financial & Rec ordkeeping Sy stems 
MODULE Purchese & Sales Documents 



TASK Complete an Invoice 

«j 



School Name and ' Address Pioneer High Schobl 



Instructo r George Pryor 



1979- 1980 Task # 07-05-02 

1980- 1981 Task # 



Phone Numbe r (716) 492^4600 
ISSOE Regio n 13 ^ . 



V-TEC& Number 



MATERIALS BEST SUITEI^FOR ; 
X Individual Instruction 
X G roup Instruction 

INSTRUCTIONAL LEV£L(S) : 

Introductory 

Basic 

Advanced • 



Handicapped (De scribe )_ 
Other (Describe) " 



GRADE ; 

, 10 
X 11 



ABILITY: 



Below Average Performance 



12 



jc ^Average. Performance 

^ ^Above Average Performance 



MATERIALS USED : 
__XTextb<jok 



Workbook 



Other Printed Material (Describe)^ 



> Audio Visual Material (Describe)^ 
Simulations/Demonstrations 



Other (Equipment, Supplies, Etc). 



Title: Century 21 Accountjtnp Advan ce^ Course 

Author(s) : : 

Publisher: Southwestern i_ 



Pages used':_ 



COMMENTS: Content 



Clarlty_ 



Illustrations * 



Edition '2nd C opyright Date_ 
Cost * ' 



Organlzatlon_^ 



Readability^ 



"Lengtb_ 



Motivational. Qualities^ ' 

* Includes: x Stj^dent Directions _x ^Quizzes 



^Teacher Aids 



Teacher Comments; 

















V 


























\ 

9 






* 





ERIC 
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ISSOE MATERIALS REPORTING FORM 



COURSE Business Of fide 



U^j^ Financial & Recordkeeping Systems 



School Name and Address Pioneer High School 



'-t 



MODULE 



Purchases and Sales Documents 



Instructor 



TASK Complete an invoice 

1979- 1980 Task jjf 07-05-02 

1980- 1981 Task #. ^ 



George Pryor 



?ho|e Numbe r (716)492-4600 



ISSOE RegiOn_ 



^ 13 




V-TECS Number 



MATERI^S/BE^T gUITEP FOR ; . * 

IfidlVi^dibl Instruction 

^Group Instruction 

r f 

INSTRUCTIONV^L LEVEL(S) ; GRADE 

Introductory 10 

^Basife « X 11. i>. 



Jlandicapped (Describe)_ 
Other (Describe)_* 



ABILITY : 



Below Average Performance 



Advancdi 



X 12 



MATERIALS USED: 



X A verage Performance 

^ A boye Average Performance 



/ 



Textbook"^ X W orkbook - V ' ^ J'Q |her Printed Material (iJ^c^^ibe) 



^Audio Visual Material (Describe) 



Simulations/Demons trajl?ions ^, ^"^.^ 



jOther (Equipment, Supplies, Etc.). 



0 



Title: Typewriting /office Practice Set 



• » 



Author(s) : 



Publisher: Southwestern - 



Pages used:_ 



western > 



^ Editicft i 6th C pp^iglir Dat^e 



COMMENTS: Content 



Organization 



Clarity 



_^Readab^lity_ 



Illustrations 



_Length_ 



Motivational Qualities 



Includes: x Student Directions x , Quizzes x Teacher Aids 



Teacher Comment?s: 





































^^y— 











ERIC 
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issoE Materials reporting form 

^COURS E Business Office — — 
UNI T Flfaanclal & Recordkeeping Sy st ems 



School Name and Addres s Mt« Vernon H«S« 

9 — • : ' 



MODUL E Purchases &^ sales documen ts 



Instructor Irene ScTilndler 



TASK 



Complete an Invoice ' 



1979- 1980 Task # 07-05-02 

1980- r^l98l Task # ' ^ 



Phone Numbe r ^MA)- 668-6580 



ISSOE Region 3S 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
-^ Individ-ual Instruction 
X G roup Instruction * 

INSTRUCTIONAL LEVEL '(S) ; * 

^Introductory 

V ^a^c 



_Handicapped (Describe)^ 
Other (Describe) 



Advanced 



MATERIALS USED : 
X Textbook 



GRADE ; 
X 10 
V 11 
12 



ABILITY : 



_^Belov^ Average Performance 
Average Performance 
_Above Average Performance" 



Workbook' 



Other printed Material (De^cribe)^ 



Audio Visual Material (Describe) 



^ Simulations/Demonstrations^ 



^Other (Equipment, Supplies, Etc,)^ 

Title : Accounting 10/12 



Author(s): Weaver^Hamia^Freeman.Brower, Smiley s lditio n 3 C opyright Date 19 7 7 
Publisher: Gregg/McGrav Hiil , Cost $Q,57 ^ : 



Pages used; lU^lUX*, 285-286! A35: 440; 237-238; 280-282 . 

COMMENTS ; Conten t^ Complete \ Organization Verv good 



Clarit y Good 



Illustrations Numerous/appropriate L ength 
Motivational Qualitiea^^ 



Readabilit y Appropriate to 10-11 



T 



Includes; x Student Directions 



Quizzes, 



Teacher Aids 



Teachcrr Comments: 



ERIC 



141 /" 
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ISSOE MATERIALS REBORTING FORM 



COURS E • "Business Office 

TOi T Financial & Recordkeeping Sy s tems 

mAdULE Purchases^ sales ^documents 

•j^SK Cbmpl^te ' an ,jjnvolce 

1979-1980 Task 07-05-02 >^ 



School Name and Address Mt, Vernon H.S. 



Instructor Irene Schlndler 



Phone Number (914) 668-6580 ^ 



ISSOfi Regio n x 3S 



1980-1981 Task # 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
^ Individual Instruction 
X G roup Instruction 

INSTRUCTIONAL LEVEL(S) ; 

^Introductory 

X Basic i 



Jiandlcapped (Descrlbe)_ 
Other (Describe) 



GRADE ; 
X 10 



ABILm: 



Below Average Performance 



Advanced 



12 



jc ^Average Performance . 

^Above Average Performance 



MATERIALS USED : 
• X Textbook 



Workbook 



Other Printed Material (Describe) 



Audio Visual Matjerlal (Describe)^ 
S Imula t Ions / Demon s t r a t ion sj 



Title: 



Other (Equipment, Supplies, Etc.)l 



Moderk Bookkeeping and Accounting 



Author (s) ; Morris ,Mlller , Janls 
Publisher: 



Fearon-Pltman 



"7^ 



Edition 2 



JCopyrlght Date 1973 
Cost $8.97 



Pages used: ^ 234-235 



COMMENTS; Con ten t_ 



-^od 



_0r gan Iz a t io n' Oood 



Clarit y Satisfactory 



Illustrations Good 



JReadab lllt v Appropriate fnr^ 10-11 
JLength 



- Satisfactory 



Motivational^ Ouailt le a Attractive; easy to follow 
Includes: ^ udent Directions Quizzes 



Teacher Aids 



Teacher Comnents: 



ERIC 



142 



lis 



ISSOE HATERIALS REPORXJNG FORM 



COURSE Business Office 



School Name and . Address Pioneer High School 



U^l ^ Financial & Recordkeeping Sy s terns 
MOBIL E Purchases & Sales Document s 
^jji^Sj^ Complete a bill of lading 

1979- 1980 Task Q7-QS-Q_^ 

1980- 1981 Task # . 



Instructor' 



George PryoX/ 



Phone Nikbe r (716) 492^4600 - 
ISSOE Regio n ^3 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

IndivJ^kl^l Instruction 

^Gi^Up Instruction 



^Handicapped (Describe)_ 
Other (Describe) [ 



INSTRUCTIONAL LEVEL (S) : 

^ I ntroductory 
^ ^Basic 

X Advanced 



GRADE : 

10 

X 1-1 



ABILITY; 



_Below Average Performance 



12 



X A verage Performance - 
^Above 'Average Performance 



MATERIALS' USED : 
Textbook 



jj Workbook 



Other Printed Material (Describe) 



J^udio Visual >^aterial (Describe)_ 
Simulations /^monstrations ^ 



^Other (Equipment, Supplies, EtcO_ 

Title : Typewriting Office Practice Set 



Author(s) : 



Pub 1 i^her : Southwestern 



Edition 6th C opyright D^tt e— ' 
^ Cost 



Pag^s used: 

COMMENTS : l^ontent_ 
(Clarity_ 



♦ 0 r^an iz a t ion_ 
j__ReadabUity_^ 



Illustrations 



Length_^ 



Motivational Qualities^ 
Includes: x S tudent^Dlt^ecti^s 



Quizzes 



X ^Teacher Aids 



ISSOE MATERI 



Bourse" Business Offic.6 



REPORTING FORM 

School Name and tAddress Pioneer High' School 



Financial & Recordkeeping gys terns* 



MODULE Purchases & Sales Documents 

* ' " 

TASK Complete a bill of lading 

1979- 1980 Task ^ 07-05-03 - 

1980- 1981 Task # 



Instructor 



George Pryar 



Pfione Number 

ISslb^Regio n 



(716) A92-A600 



V-TECS .Number 



MATERIALS BEST SUITED FOR ; 
X" Individual Instruction 



X ^Group Instrjjction 



Handicapped: (Describe) 
Other (Describe) 



INSTRUCTIONA L LEVEL (S) ; 
f r- 

Ihtroductory 

^Basic 

X Advanced 



GRADE ; 

10 

11 

12 



ABILITY ; 

B elow Average Performance 
Average Performance * 



MATERIALS USED ; 
X Textbook 



X Workbook 



Above Average Performance 

Other Printed Mat^erial XDescrifee) 



Audio Visual Material (Describe )_ 

Simulations/Demonstrations ^ 

Other (Equipment, Supplies, Etc.)_ 



-Title ; Century 21 Accounting Advanced Course 

Author (s) : 

Publi-sher: 



Southwestern 



Edition ^2nd Copyright Date_ 
Co'st ^ ^ 



Pages, used: 

COMMENTS: Content 



Organization^ 



Clarity^ 



Illustrations 



Readability_ 
Lengt h 



Motivational Qualities ' ^ - 

Includes: x Student Directions x Quizzes 



X Teacher Aids 



aSSOE MATERIALS REPORTING *FORfi 



ICOURSE Business Office 



UNI T Financial & Recordkeeping s y s tfems 
MODUL E Purchases & sales dociiment s 
TAS K Complete a bill ..of lading 

1979- 1980 Ta^W # 07-05-03 

1980- 1981 Task.# : ^ ^ * 



School Name and Address Whitesville Central 



In s true t o r Louise* Rogers 
Phone' Number (607) 356-3301. 



ISSOE Region 13 



V V-TECS Number 



MATERIALS BEST SUITED. FOR ; 
_X#Individual^ Instruction 
X G roup Instruction 

INSTRUCTIONAL LEVEL (S) ; 

^Introductory 

X B asfc . 
Advanced 



Jlatiflicapped (Describe) 
Other (Describe) 



GRADE ; 
X 10 
•X 11 



ABILITY: 



Xu 12 



MATERIALS USED ; 
X Textbook 



Workbook 



Below Average Performance 
Average Performance 
_Above Average Performance 



Other Printed Material (Describe)^ 



JVudia Visual ^Jaterial (Describe )_ 
Simulations /Demons ttations 



Other (Equipment, Supplies, Etc.), 



Title: Centtiry 21 Typing Textbook 



Author(s) ; Lessenberrv. Crawford. Erick son> Beaumont Edition, 

- \ Robinson \ 
Publisher Southwestern v , - 



Pages used; 273-274 



COMMENTS; Content 



Clarii;y_^ 



_Organization_ 
Readability" 



Illustrations 



Length_ 



^Copyright Date 1972 
Cost 



Motivational Qualities^ 

Includes: Student Directions ^Quiz^ed Teacher Aids 



COURSE^ 



Business Office 



ISSOE MATERIALS REPORTING FORM ' ' . 
. . School Name and Aiddres s Whitesvll 1 p/ Cpnrral ^ 



MODULE Purchases and sales documents ^ - Instructor 


Louise Rogers 




TASK Complete a customer's statement. ^ Phone Number 


(607) 356-3301 




- 1979-^1980^ Task # 07-05-04 ISSOE Region 


•13 




1980-1981 Task^# ' ' ' V-TECS Number 






MATERIALS REST SUITED FOR: ^ ' ^ 
^ X In(fividual Instruction * Handicapped (Describe) 







X G roup Instruction 



Other (Describe) 



INSTRUCTIONAL LEVEL (S) ; 
Introductory 



^Basic 
Advanced 



GRADE ; 
X 12 



ABILITY: 



Below Average Performance 



MATERIALS USED : 
' X Textbook 



Workbook 



Average Performance 
_Above Averagfe- Performance 



Other Printed Material (Describe) 



jAudio Visual bfeterial (Describe) 
Simulations/Demonstrations 



Other (Equipment > Supplies, 




Title : - 



' Applied Business Mathematics 



Author (s )^: Piper, Fairbanks Gruber 

i ' — — »■ 



Publisher i 

Pages used:_ 
COMMENTS: Content 



Southwestern 



Editio n 9 > C opyright Date 1970 
Cost 



428-430 



_Organization;_ 



Clarity_ 



Readability 



Illustrations 



_Length_ 



'Motivatiopal Qualities ' 

Includes: Student Directions 



Quizzes 

'k 



Teacher Aids 



Teacher Connnents: 



ERIC 



COURSE Business Office 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Pioneer High School 



(jl^XT Financial g Recordkeeping Sy s terns 

MODUL E Purchases & Sales Document s 

TASK Complete a customer's statement 
^ — 

1979- 1980 Task H 07-05-04 

1980- 1981. Task ^_ • 



Instructor 



George I Pryor 



Phone Numbe r ' (716) 492-4600 
ISSOE Regio n 13 



V-TECS Number' 



v4 



MATERIALS BEST SUITED FOR ;. ' 

Individual Instruction 

Group Instruction 

INSTRUCTIONAL LEVEL(S) : 
Introductory 



Jiandicapped (Describe) 
Other (Describe) » 



GRADE: 
10 



Basic 



X '' Advanced 



X 11 



X 12 



MATERIA LS U^D : 


Textbook 



jj Workbook 



J^udio Visual Material (Describe>_ 
Simulations/Demonstrations 



OtK'er (Equipment, Supplies, Etc»)_ 



ABILITY: 



Below Average Performance 



jc Average Performance ^ 

Above Average Performance 



* Other Printed Material (De^scribe)_ 



Title : >> Typewriting J}ff ice Practice- Set 



Author(s) :^ 
Publisher: . 



Pages used:^ 

COMMENTS: Content 



Clarity_ 



Illustrations 



Edition 



_Organization_ 
Readability__ 



_Length_ 



Motivational Qualities ^ 

Includes: x Student Directions _jc Quizzees 



Copyright Date_ 
Cost 



X Teacher Aids 



Teadh^ Comments: 



ERLC 



COURSE Business. Office 



ISSOE MATERIALS' REPORTING FORM 

School Name and Address Pioneer High School 



Ulj^yj* Financial & Recordkeeping Systems 



MODULE Purchases & Sales Documents 
TASK Complete a customer's statement 

1979- 1980 Task // 07-05-04 ^ 

1980- 1981 Task # 



Instructor 



George Pryor 



Phone Number_ 
ISSOE Region_ 



(716) 492-4600 



13 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
X Individual Instruction 
X Group Instruction 



INSTRUCTIONAL LEVEL(S) : 

Introductory 

Basic 



GRADE: 



Jlandicapped (Describre) 
Other (Describe) 



ABILITY; 



10 
11 



Below Average Performance 



X Advanced 



MATERIALS USED ; 
X Textbook 



12^ 



X A verage Performance 
Above Average Performance 



X Workbook 



Other Printed Material '(Describe) 



^Audio Visual Material (Describe)_ 
Simulations/Demonstrations 



Other (Equipmej^t, Supplies, Etc,)_ 



Title ; Century 21 Accounting Advanced Course 



Author (s) : 



Pub 1 ishe r ; S ou t hwe s tern 



Edit io n 2nd C opyright Date_» 
Cost 



^^ges used; .« 

COMMENTS : Content^ 



Clarity_^ 



jOr gan iza t ion ^ 



Readability_ 



Illustrations 



_Length_ 



Motivational Qualities *_ 

Includes; 'x S tudent Directions x Q uizzes ^ x T eacher Aids 



Teacher Comments: 



ERIC 



148 



154 



*<1 



COURS E Business Office 



ISSOE MATERIALS REPORTING FORI! 

School Name a^d Address Mt, Vernon H,S. 



UNI T Financial & Recordkeeping S ys tems 
MODUL E Purchases & sales docume n t s 
TAS K Complete a customer's stat ement 

1979- 1980 Task if 07-05-04 

1980- 1981 Task/# ^ 



Instructor Irene Schludler 



Phone Number (914) 668-6580 



IS^OE Regio n 3S 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 
X Individual Instruction 



or 

X G roup Instruction 

INSTRUCTIONAL LEVEL (S)' : 
^ I ntroductory . 
X B asic 
Advanced 



JHandfcapped (Describe)^ 
Other (Qtfscribe) 



GRADE: 



10 
11 
12 



MATERIALS USED: 



X Textbook 



Workbook 



J^udio Visual Material (Describe )_ 
Simulations /Demonstrations 



Other (Equipment ^Supplies, Etc.)_ 



ABILITY ; 

_x Below Averse ^R^fqrmance 

X A verage Performanc^sJ^ * ^ 
Above Average Performance 



Other Printed Material (Describe), 



Title: 



Clerical Office Procedures 



Author(s) ; " Meehan , Pasewark , Oliver io 
Publisher; Southwestern 



Editio n \6th . C opyright Date 197 8 
Cost $Q.A2 



Pages used; Pg* /,Q«-t;]Q 
COMMENTS:' Content - Good 



Organization 



Clarit y Good 



^ R eadability Apprnpr- t gf^ ^^"^ ^r-aAcx 1qi7q1 



Illustrations Appropriate/numerous L ength 

Motivational Qualities , 

Includes; l^Sttfdent Directions ; .Quizzes 



Teacher Aids 



Teacher Cotmnents; Chap^or Tnp-lrc; ro■^7^o,., ^™pQ r tant polnto nnd ^"^f''-^ flar^rS 
well on improving '^arithmetic and lanR'uage skills; also 



•covers decision making and human relations. 



.ERIC 



149 - 



155 • 




COURSE Business Office 



ISSOE MATERIALS REPORTING FORM 

School Name and Address Mt. Vernon H.S. 



UMI T Financial & Recordkeeping Sy s t ems 

4 * 

MODUL E Purchases and sales docum en ts Instructo r Irene Schindler 

TASK Complete a customer's statement Phone Numbeir (914) 668-658Q' 



/ 



^979-1980 Task ~# 07-05-04 


ISSOE Region 3S 






1980-1981 Task t 


V-TECS Number 


» 




MATERIALS BEST SUITED FOR: 

m 

Individual Instruction 


Handicapped (Describe) 







X G roup Instruction 

INSTRUCTIONAL LEVEL (S) ; 

Introductory 

X Basic 



Other (Describe) 



. .GRADE ; 

X io 



ABILITY; 



Below Average Performance 



Advanced 



12 



^Average Performance 

^Aboye Average Performance 



MATERIALS USED' ; 
V Textbook 



Workbook 



Other Printed Material ^Describe) 



^Audio Visifal Matyial (D^scribe)^ 
Simulations /Demonstrations 



^Other (Equipment, Supplies, Etc,)_ 

TJitle : Accounting 10/12 



Author(s) ; Weaver ,Hanna, Freeman, Brower, Smiley E dition 5 Copyright Date 1977 — 
Publ isbrfr ; Gregg/McGraw Hill __Cos t $9.57 1 



Pages used: ^Pg* 286 ^ 288 
COMMENTS ; Content Complete 

Clarit y Satisfactory 



Organization . Very good 



^Readability Above-avef age 



1 1 Itis t r at ions Goo d- f 1 ovchar t i ng Lengt h Satisfactory 

Motivational Qualitie s effective - ^^^^ activities 



Includes; x Student Directions 



Qui2;zes x Teacher Aids 



Teacher Comments; 



ERLC 



150 



1 



lipCOURSE^ 

UNIT, 



ISSOE MATERIALS REPORTING FORM 



Business Office 



Data Processing 



MODULE 



Keypunch machine 



School Name and Address Mt. Vernon H.S. 



Instructor Irene SchinSJe^ 



TASK Develop and use a program card 



Phone Number (914) 688-6580 



1979- 1980 Task ^ ^Q8t01-Q2 

1980- 1981 Task # 



ISSOE Regio n 38 



V-TECS Number 



MATERIALS BEST SUITED FOR ; 

, Individual Instruction 
^Group Instruction 



_Handicapped (Describe)_ 
Other (Describe) 



INSTRUCTIONAL LEVEL ( S) ; 

Introductory 

^ B asic 
Advanced 

MATERIALS USED: 



GRADE ; 

10 

^ 11 

12 



ABILITY: 



Below Average Performance 

Average Performance 

Above Average Performance* 



Textbook 



Workbook. 



X Other Printed Material 



(Des^?ibe) 



Practice exercises 



_Audio Visual Matetial (Describe )_ 
S imul a t ions /Demons t r a t ion s 



Other (Equipment, Supplies, Etc.). 



Title : Card Punch Practice Exercises fSR25-1627-l) 

Author (s) ; IBM Corp. E dition 

Publisher: DPD Education Development Publication Services 

, Education Center. South Road Poughkeep^ie, N.Y. 12602 
Pages used; 



Copyright Date 1975 
Cost 



COMMENTS: Content 



Clarit y ^ 



jOrganization_ 
'Readability_ 



Illustrations 



_Length_ 



Motivational Qualities^ , 

Includes: j ^Student Dii:^ctions ^Quizzes ^Teacher Aitis 



Teacher Comments: 



ERiC 



151 



157 



INSTITUTE STAFF 
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Robert Frank 
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